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Introduction 



The IMac has changed the world— the computer world, the graphic design world, 
the industrial design world, and the lives of many people around the world. Com- 
pelling, innovative design and powerful software inspired countless numbers of 
new computer users to empower themselves with previously unattainable levels 
of productivity and creativity. And I’m talking about the old iMac — just wait 
until you get to know the new, flat-panel iMac! 

^ple has bundled a ton of fabulous software with Mac os x (pronounced 
oh ess ten), the operating system that makes other operating systems seem like 
a nostalgic trip down memory lane. 

If you're brand-new to computers, you’ll probably take for granted how easy 
it is to set up your iMac, send email, organize digital photos, bum CDs or DVDs, 
and even edit home movies. 

If you've owned a Mac before and you’re familiar with that “old” operating 
system, Mac os 9, you’ll notice there are more changes in Mac OS X than just the 
stunningly beautiful new “Aqua” appearance, with its translucent buttons and 
elegant, uncluttered look. Some of the things you’re familiar with have changed. 
Well, that’s not really true. Everything you’re familiar with has changed. But 
it’s all for the better, and after a few hours you’ll start loving the new look and 
the powerful features of the new iMac. 

In this book we’ve explained a lot about Mac os x and most of the applications 
that come with an iMac. You can find even more information specifically about 
OS X in Robin’s 824-page book. The Little Mac OS X Book. Even though your 
computer is named “iMac,” it’s still a Macintosh, and everything in The Little 
Mac OS X Book still applies. 

People who are looking for a computer often ask me if an iMac is powerful 
enough to use on professional projects. I assure them that a computer does 
not have to be ugly to be a top-of-the-line professional tool. 'This particular 
iMac is many times faster and more powerful than anything available to profes- 
sionals in the past. You’ll also find that a multitude of great new applications 
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for Mac OS x are constantly being written. After you become comfortable with the 
iMac, use the Internet to look for OS X applications that you’ll find useful, or just 
fun. There are several web sites I visit everyday to see what new implications are 
available, or to find new versions of existing software. After you’ve learned how to 
get on the Internet and browse web sites, check these out: 
www.MacMinute.com 

Up-to-the-minute Mac news and links to new software and 
software upgrades. 

www.MadnTouch.com 

More Mac news, including software releases and discussion 
forums for Mac software and hardware issues. 
www.VersionTracker.com 

Links to new versions of software. 

www.MacFixit.com 

Expert Mac information. Subscribe and have access to a massive 
amount of Macintosh knowledge. 

www.MacOSXhints.com 

Lots of Mac OS X tips and tricks. 

www.MacAddict.com 

A magazine for those of us addicted to Macintosh. If you’re not 
addicted yet, just wait. 

www.Apple.com 

The ultimate Mac site. Visit here for news, shopping, learning, 
or just drooling. 

www.MacWarehouse.com 

A great place to shop online for Mac products. It’s quite a thrill 
to order groovy stuff without leaving your computer, then have it 
delivered to your door the next day. 

Enjoy your iMac. It’s more than a tool that increases your productivity — ^it will 
inspire your creativity and your imagination. If you get tired of creating slide 
shows and movies; if you get bored building your own music collections and burn- 
ing customized CDs; if you don’t want to watch a musical light show created by 
ilVines; if roaming around the world on the Internet isn’t exciting to you; if you’re 
too tired to play (or create) a DVD — then just sit back and admire the masterpiece 
of modem art sitting on your desk. 

John 
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^ the first of these three chapters, John and I will tell you how to 
get your brand-new iMac set up and connected to the Internet, 
because as soon as you plug it in, the computer wants to go to the 
Internet. 

You can set up your iMac with your name and time zone 
and other stuff right now and skip the Internet part, 
if you like, and when you’re ready, read Chapter 15 and 
follow those directions to get connected. 

If you or someone else already set up your iMac — 
if you have already turned it on for the first time and 
walked through the set-up process — then skip Chapter 1 
altogether. 

In Chapters 2 and 3, just sit down and work along. I’m going to 
start from scratch. I’m going to assume you don’t know anything 
about this machine at all. There are some things I’m not going 
to tell you yet because you can live a long time without knowing 
them. But I will tell you exactly what you need to know to start 
being productive and having fun on your great, new iMac, and I’ll 
tell you where to go for more information when you’re ready. 
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'Yes, there are more PCs than Macs. 
Also more Fords than Lamborghinis 
You can argue that the experience 
is simitar, but there is a difference. 



Professional designer 
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If you haven’t already taken your iMac out of the box and plugged it in, do so now. 
Follow the directions provided in the box. I know the directions tell you to plug the 
computer directly into the wall, but you really should get ^surge protector at the 
hardware store or office supply store (see the illustration to the right). They cost 
from about $15 up through hundreds of dollars. Plug the power cable from your 
iMac into the surge protector, then plug the surge protector into the wall. This will 
help protect your computer from the surges of electricity that hj^pen all the time. 
If you live in an area that has lightning storms (like John and I do), the only real 
way to protect your computer is to unplug everything, including any modem and 
printer cables, right out of the wall. 

In this chq)ter, we’re going to turn on the computer, set it up, and get connected 
to the Internet. If you’ve already done this, skip this chapter! Head right on over 
to Ch^ter 2 and start mousing around. 





typical inexpensive 
surge protector. Plug 
your computer into 
this and plug this into 
the wall. If you get a 
surge protector with 
phone ports, you should 
also plug your modem 
cord into this, then run 
another cord from this 
to your phone jack. 
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!■ Initial Set-up Process 



Connect your iMac to a phone line 

Part of the set-up procedure that follows requires a live Internet connection to 
complete certain tasks, such as registering with Apple and setting up an iTools 
account (read about iTools in Chapter 19). To complete the registration process, 
you don’t need to have an Internet Service Provider yet (I’ll explain later what 
that is) or anything special — just plug in the phone cable that came in your 
iMac box (or any phone cable you have lying around the house) into the “modem 
port” shown below, and plug the other end into a phone jack. That’s all you need 
for now to set up and register your iMac. 



Ethmiet port: to connect 
an Ethernet cable. 




Modem port: to connect 
to a phone line. 


* 1 ®II 
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Plug your power cord in here. 



Later, after you’ve read the information in this chapter and have made a decision 
about what kind of permanent Internet connection you want, you can get that 
all set up. 

If you don’t connect your iMac to a phone line at this time, the registration 
information will be sent when you do connect. But you might as well do it now. 
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!■ Initial Set-up Process 



How to turn on your iMac 

If you have no idea what the Internet is or the World Wide Web or an ISP, skim 
through the next few pages before you turn your iMac on for the first time. Then 
turn on your iMac and start the set-up process. 

After you’ve plugged your iMac in to a power source (preferably through a surge 
protector, as explained on page 3) and plugged a phone cable in, turn on your 
iMac: press the Power button. 

This is the Power button. Slide 
your hand along the left side of the 
computer base and you’ll feel it. 




The Power button is on back-left side of the bubble-bottom* base, next to the other 
ports (“ports" are those places on the back of the base where you plug things in; 
see Chapter 25 for details about all those ports on the back). 

When you’re done working on the computer, it’s possible to use the Power button to 
turn it off: press the Power button and hold for five seconds. BUT you should only 
turn it off this way in an emergency! Usually you’ll use the Shut Down command, 
as explained on page 72. 



* John’s sister, Emma Jean Howell, described the new iMac this way, 
a7id it's the best description I’ve ever heard. 
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!■ Initial Set-up Process 



Connecting to the Internet 

Now, you can skip the next few pages and get right to the set-up part (page 12), 
but during the set-up process, you will be asked to make several decisions. If you 
are brand-new to computers, you might want to have something to base these 
decisions on. So read or skip the next six pages as necessary for you. 

To get to the Internet, your computer must be connected to a “server,” a special 
computer that has information flowing to and hx)m the Internet 24 hours a day. 
You probably have one of these situations; 

You can connect to the Internet through a phone line that is attached to 
your computer and goes to the phone jack in the wall, or perhaps through 
another telephone. Typically, your modem will dial up your “Internet 
Service Provider” (as explained on the opposite page). You will most 
likely connect only for a short time each day, or maybe several times a 
day — ^You will log on (connect) to the server through your computer, do 
your Internet and World Wide Web business, then log off. 

If you live in a larger town, you might connect to the Internet through 
a broadband option, something like a television cable or DSL (Digital 
Subscriber Line). In that case, you have a special modem supplied by the 
service you signed up with, and you connect, not with a regular telephone 
cord, but with a special cord called an Ethernet cable. Your connection 
is “on” all the time (meaning you never have to “dial up” through the 
phone line). 

Or maybe you work at a business or college that owns their own Internet 
server, in which case your computer is probably connected to that server 
24 hours a day because it is on the company network. In that case, you 
do not “dial up” through a phone line to connect to the Internet — ^your 
computer has access all day and night (it’s “on” all the time). All you 
need to do is open your browser or email program. 

To get connected to a server, you have to go through a set-up process. The process 
is different depending on what kind of service you choose to be connected through. 
The first part of this chapter talks about the options you have for connectivity, then 
explains what the iMac can set up for you automatically, if you so choose. Read 
about your options, because you have to make a choice before you start the 
set-up process. 
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What is an ISP? 

The acronym ISP stands for Internet Service Provider. There are two basic ways 
to connect to the Internet — one is through an online service, such as America 
Online (see the following page). The other is to find an Internet Service Provider 
(ISP) who gives you special information to enter into your iMac setup at home 
which will connect joMf computer to their servers. The software in your iMac and 
the numbers the ISP gives you connect your iMac to their computers (the ISP’s), 
and their computers connect jom to the Internet, as illustrated below. 




This is you at This is an ISP, giving you 

your computer. access to the Internet. 



There are probably several local providers in your area. Ask your friends whom 
they use for Internet access. You will typically pay a set-up fee to the ISP and a 
monthly fee for your connection. The fees can vary widely, so you might want to 
ask around about the cost of a local provider. 

A local provider might give you a dial-up connection that will go through an 
existing phone line in your home or office, or a broadband option, which is a 
fast, always-on connection like cable or DSL. If you have a choice, always choose 
broadband over dial-up — it’s phenomenally faster, it doesn’t tie up your phone 
line, and it’s always on. Your iMac really likes a connection that’s always on. 
So will you. 

To make it easy for you, Apple has arranged with a national provider, Earthlink, 
to offer an Internet connection through your iMac if you don’t know a local pro- 
vider, or if you don’t want to use a local provider; see page 10 for details. Earthlink 
offers dial-up plus a variety of broadband options, depending on where you live. 
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America Online 



What is America Online? 

America Online is the most popular “online service” in the world. An online 
service is a self-contained entity that allows you to connect to the electronic world. 
Within a service you can exchange email with anyone in the world, join clubs, 
“chat” with people around the world, get answers to questions, “download” new 
software (which means to copy it from their computer to yours), set up a web site, 
and much more. 

America Online (also called AOL) is a nice, friendly place. It’s like a safe, con- 
tained village. There are guides to help you, “patrol officers” to make sure people 
are behaving properly, instructions on how to do things and where to go, help for 
when you get lost, protection for your children, and more. But America Online is 
not the Internet, nor is it the World Wide Web. When you are on America Online, 
you are contained within their system of computers that sits right in Virginia, the 
home of America Online. 

If you think of America Online as a village in Virginia, then the Internet is the big, 
wide world. In the world, there is no one to help you, to point the way, or to keep 
you safe. You’re on your own. But America Online has a back door. You can slip 
out that back door and go to the World Wide Web, or access anything else on the 
Internet, such as mailing lists and newsgroups. From a menu in America Online 
called “Internet,” you can choose to “Go to the Web”; when you do that, you leave 
America Online and head out into the Internetworld. You leave the village. However, 
AOL has been integrating the web into its village and now it is difficult to tell the 
boundaries. (I guess this is a good thing. It used to be so uncomplicated. Sigh.) 




This is the clean, safe, 
friendly village of 
an online service. 
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Should you use AOL or an ISP? 

If you’re not yet connected to the Internet, you need to make a choice about how 
you want to get there: America Online (AOL) or an Internet Service Provider (iSP). If 
you choose America Online, AOL is your ISP, and it will be a dial-up connection*. 

I used to suggest that if you are new to the online world, start with an online 
service such as AOL. Become familiar with email, downloading, chatting, sending 
and receiving files, etc. Poke around the World Wide Web and the rest of the Inter- 
net. When you find you are using your online service only to get to the Internet, 
it’s time to get a direct connection through your local ISP. But now the iMac has 
made it so much simpler to get to the web, use email, and to do everything else 
that it is just about as easy to have a direct Internet connection as it is to use AOL. 
Many people like the organization of a village, though — the clubs, easy chat 
rooms, etc. I’m afraid you’re going to have to make the decision yourself of which 
one to sign up with. 

If you decide to use America Online 

This is one thing to consider: In Mac OS X there will be lots of times your iMac 
wants to connect to the Internet and you don’t even realize it. If you have a direct 
connection through a local or national ISP (instead of AOL), the iMac will open 




This is the Internet, 
vast and wild. 



This is the online service. You can 
go out the back door of the service 
and get to the Internet. 



Or you can 
go through an ISP. 



*You can get 
a broadband 
confiection through 
an ISP in addition 
to AOL; then you can 
logon to America 
Online through your 
broadband, but you 
will be paying for 
both. Your AOL bill 
will be lower, however! 
Seepage 11. 



To install 
America Online: 

Go to the 

Applications folder. 

Double-click the 
"Installers" folder. 

Double-click "Install 
AOL for Mac OS X." 

Follow the simple 
directions. 
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the connection, log on, open your browser, and find the appropriate web p^e or 
information it needs. But if you have an America Online connection, you have to 
actually sign on to aol yourself; the Mac cannot sign on for you automatically. 
Thus OS X cannot get connected and go where it wants to go. This will end up 
being very annoying. 

Earthlink 

EarthLink is a national ISP (Internet Service Provider), as opposed to a local ISP 
who would be physically located in your area. When you go through the iMac 
set-up process, you will have the option to choose EarthLink as your provider. Even 
though EarthLink is not local to most people, it provides local access numbers for 
most places. If there is no local number available for your area, EarthLink provides 
an 800 number (although the 800 number costs an extra $4.95 an hour). The 
current cost to connect to EarthLink is something like $19-95 a month, and it will 
be billed to your credit card automatically. If you choose to connect with EarthLink, 
you will be given an email address. 

(If you are in Hawaii or Alaska, read the fine print for EarthLink service — they ^ply 
the foreign rate to most parts of those states, vdiich is an extra charge per hour!) 

You might choose EarthLink for any of these reasons: 

1 . You don’t want to bother trying to find a local ISP and then gathering 
all the details to fill in the blanks as you go through the set-up process — 
you’d rather take advantage of the arrangement Apple and EarthLink 
have provided and let the software set up everything for you. 

2. There is no local ISP in your area. 

3. You travel a lot and you want to have a national ISP that can provide 
you with local numbers in many areas of the country. 

(America Online is also accessible all over the country, and in most places 
around the world.) 

If you're not ready to make a decision to choose EarthLink during the Mac 
set-up process, you can always skip the connectivity part of the set-up and come 
back later. You have software on your Mac that will set you up with an EarthLink 
account at any time, and all it will take is a few minutes and a few clicks; see 
Chs^ter 15. 
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You need to choose: local or national ISP 

Your iMac has an Internet Setup Assistant you will use, starting on the next page. 
It’s going to ask whether you want to use a local ISP or a national one. You must 
know the answer before you start the set-up process. 

If you already have a local provider, your decision is already made. If you don’t 
have a local provider, you might want to use Earthlink for now because it’s easy 
and you don’t have to think hard to get connected. If you later decide you want 
to switch, you certainly can. 

America Online and the iMac setup process 

If you already use or plan to use America Online, do not try to set up your IMac 
for the Internet (as you’ll see on page 15 — choose “I’m not ready to connect 
to the Internet”). America Online connects you to both their internal service and 
to the Internet — AOL will be your ISP. 

Using both AOL and an ISP 

It is certainly possible to use both AOL and another ISP. In fact, your monthly bill 
from AOL is about half the regular monthly rate if you are connected to an ISP 
(although of course the ISP will also bill you monthly). Some people use both 
because someone in the house wants all the chats, clubs, organization, and struc- 
ture of the AOL service, but someone else in the house wants the direct, clean con- 
nection to the Internet without AOL getting in the way. If this is your plan, go ahead 
and do both — connect with your ISP during the iMac set-up process, then install 
America Online and choose the option in AOL to “Bring Your Own Access.” 



Important note regarding credit cards: If you plan to sign up with either 
Earthlink or America Online, you need a credit card to go through the set- 
up process because an Internet connection is not free. You will be asked to 
enter your credit card number. This is safe. Really. The information is highly 
encrypted (in secret code). It is much easier for someone to get your credit 
card number in a restaurant, over the telephone, through mail order, from 
a receipt dropped in the mall parking lot, etc., than it is to get it by hacking 
into a secure server. (And you 're typically only liable for $50 if your credit 
card is used illegally anyway.) 
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Start the computer 

If you haven’t turned on your iMac yet, do so now: press the Power button on the 
back, left side of the base, as pictured on page 5. The tone you hear means that 
the computer is starting. In a few seconds a computer “happy face” appears in 
the middle of the screen, indicating the iMac has found the operating system and 
can start up. 

If this is your first time . . . 

If this is the first time you have turned on your iMac, a series of welcome mes- 
sages, set-up windows, and registration forms appear on your screen. These will 
help you set up your iMac so that you can be working or browsing the World Wide 
Web within a few minutes. 



1. Welcome 

The first thing you see is an animated “Welcome” message in various languages. 
Then a “Welcome” panel appears. Choose the county or region in which you’re 
located (click on it with the mouse), then click the “Continue” button. If you've 
never used a mouse before now, read pages 26-27 and the description of “single- 
click,” then come back to this p^e and begin. 



Single-click on a 
country to select it. 
The selected (chosen) 
country is “highlighted" 
with a gray bar. 




In a few steps, you'll register your Apple produas. set up your system to 
take advantage of ITools. Apple's suite of Internet services, and connect to 
the Internet. 



Begin by personalizing your settings. Click the name of the country or 
region you're in, then click the Continue button below. 



Unttcd States 



Canada 

Ireland 

United Kingdom 
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2. Personalize Your Settings 

Choose a keyboard layout based on your country; Single-click on the name of the 
country you’re in, then single-click the “Continue” button. 



Personalize Your Settings 



Choose your keyboard layout Your choice vyill also set the dale. time, and 
number formal for your computer. 



When you select a country, you 
also set the correct format for 
the date, time, and numbers 
for that country. 



3. Registration information 

Fill out the registration forms to register your iMac with Apple. After each “page, 
single-click the “Continue’* button. 



Registration Information 



A Few More Questions 



out the requested mformatioci. Press the Tab key to move 



Please answer these quettions to complete the registration process arsd 
help us serve you better. 



VWmi bell discrtbei what you do7 



When you see a border around 
a ''field'" (such as "First Name',' 
above), that is the field you 
will automatically type into 
when you touch the keyboard. 

To select a different field to type 
into, either tap the Tab key, or 
position the mouse pointer 
inside a different field, 



Thank You 



Your registration information will be sent to Apple when you connect » 
the Internet If you need to make any changes. cHck Co Back now. 



OtKe you're ready, click Continue 
computer. 



finish setting up your 



then single-click. 
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4. Create Your iMac Account 

Your iMac sets up a personal user “account” for you that contains folders in which 
to keep your documents, movies, and photos, and creates your own customized 
settings. Later, you can set up other “users,” like your kids or grandkids, spouse, 
or co-workers; each user has his own account with his own settings, applications, 
documents, files, and folders. 

For now, there are two important things to know: 

a. The account name you fill in right now will be known as the 
Administrator. That might not seem important at the moment, 

but it will be. Only the Administrator can do certain things in Mac OS X; 
if the iMac ever asks you for the Administrator password, know thatjyoM 
are the Administrator and the iMac wants the password jo« enter in this 
set-up screen. 

b. The password is extremely important — you will need it often. Write 
it down somewhere. Don't forget it. Type in a hint that will remind 
you what it is; if you do forget it, the iMac will give you this hint. 

Fill in the text fields, then single-click the “Continue” button. 




Create Your Account 



With Mac OS X, everyone who uses the computer can have an account with 
their own settings and a place to keep their documents. 

Set up your account now. You can add accounts for others later. 



Name; Robin Williams 

Eiumplt. Mary jon«i 



Short Name; robin 



m|ooes 

An ahcrnaic name for youi Kcount. used by iom« 
network icrvrcxt. Enter S lowcrtatc characters or 
fewer, with no spaces. 



The password for this account. 



Verify: 



Enter your password again, exaetty as you typed n. 



Password Hint: j| 

(oplhmat) { 



Enter something that will help you remember 
your passwofd. 



{ Go tock ^ f Continue"^ 



14 




!■ Initial Set-up Process 



5. Get Internet Ready 

This is where you have to make a decision about your Internet connection. If you 
have read pages 6-11, you might be ready to make a choice. 

■ If you do not want to set up an Internet connection just yet,* 
or if you have an AOL account already or plan to get one, check the 
last option: “I’m not ready to connect to the Internet.” 

■ If you have not called an ISP (Internet Service Provider, as explained on 
pages 6-11) and set up an account with them, you can take the easy way 
out and sign up with Earthlink. Just click the first button (or the second 
button if you received a code for a special offer from Earthlink). Follow 
the simple step-by-step directions to get a free, thirty-day trial account. If 
you don’t cancel your account at the end of thirty days, Earthlink will start 
billing you (about $21.95 a month for unlimited access). 

At the moment, your Earthlink account will be a dial-up through the 
phone line you connected. If you want broadband from Earthlink 
(as explained on pages 6 and 7), sign up today through the dial-up, 
then go to their web site (www.earthlink.com)** and see if you can get 
a broadband connection in your area. They will send someone to your 
house with a special modem to get your iMac set up. 

■ If you already have an account with an ISP (not including AOL), click 
the third button, “I’ll use my existing Internet service.” 



Get Internet Ready 

Apple and Earthlink are partners in making your Internet experience fun 
and easy, which makes Earthlink the best Internet Service Provider (ISP) for 
your Mac. 

Choose an option, then click Continue. We'll walk you through the sign-up 
process step by step. 

No matter which option you choose, you’ll also get an Apple iTools 
account. 

C I'd like a free trial account with Earthlink. 

O I have a code for a special offer from Earthlink. 

® I’ll use my existing Internet service. 

O I’m not ready to connect to the Internet. 




f Co Back ^ f Continue ^ 



*If you want more 
time to think about 
your options, you 
can always sign up 
for any option later; 
when you 're ready, 
use Chapter 15. 



**Ifyou don 't know 
how to go to a web 
site, see Chapter 16. 
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Just a reminder: 
You did plug the 
telephone cable 
that came with 
your iMac into the 
computer and into 
a phone jack, yes? 
If not, do so now, 
unless you already 
have a broadband 
connection set up 
and working. 



6. How Do You Connect? 

Click the button that describes the type of Internet connection you have: 

■ If you have not made special arrangements for a high-speed broadband 
connection (such as DSL or cable modem) and you’re not in a corporate 
office or large school, you probably use a telephone modem. 

If you sign up for EarthLInk's trial offer, select the telephone modem. 

■ If you’re in an office or school and plan to connect through a network, 
select “Local Area Network.” 

Even if you have a small home/office network (a Local Area Network, 
also known as a LAN), such as a DSL or cable connection going through 
a switch or hub, choose this option instead of DSL or cable so the iMac 
will connect to your network. 

■ If you have already called a DSL or cable provider and they have already 
come to your home or office and set up the special modem and cables, 
and the cable from the modem goes directly into your iMac (not through 
another box called a hub or a switch), then choose Cable modem or DSL 
(Digital Subscriber Line). (If you have a small network in your home 
or office, see the note above.) 

■ If your iMac has an AirPort wireless card already installed and you plan 
to connect through an Airport Base Station, select AirPort wireless. 

Even if your AirPort Base Station is connected to a phone line or into a 
network, you still need to choose the “AirPort” option. 



How Do You Connect? 

Select how your computer connects to the Internet. 

$ Telephone modem 
6 Local area network (LAN) 

C Cable modem 
G DSL (Diglul Subscriber Line) 

©AirPort wireless 



CCo ftM* ^ f Conwrwie ^ 
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7* Telephone modem 

If you already have or plan to have a dial-up account and so you clicked the 
“Telephone modem” option, you’ll get the screens shown below. 




Eyiter the user name and password that your service On your iMac, these are the two choices that will 

provider gave you (not your email address nor automatically appear. These are correct, unless 
your email password!). Enter the phone number you have installed a different modem, which 
the provider gave you that your modem will dial, is unlikely, 

not the number you use to call the provider. 

Cable, DSL, LAN, or Wireless Service 

You can choose only one of these options if the existing service is already up and 
running and you want to tap into it. You’ll have to ask your cable or DSL provider 
to give you the information you need to enter into the appropriate fields, or the 
person called the “network administrator” for your corporation or school. 




For a small network that is already established, you If an AirPort Base Station is already set up and 
can usually choose ''Using DHCP” and the iMac will working, its name will appear in the larger box. 
go to the network and get the settings it needs. You need to enter that station 's password. 
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Tip: I have a special 
Rolodex on my desk 
that holds nothing 
but my passwords. 

I know you don't 
think you'll ever 
have that many 
passwords, but 
you will. 



8. Get iTools 

iTools is a suite of free services from Apple. You can get a “mac.com” email account, 
easily share files with people all over the world, and create a personal web site. If 
you plan to use iPhoto, you’ll need an iTools account to take advantage of all the 
iPhoto features. Chapter 19 tells you all about iTools. 

You can add an iTools account later, if you want to skip it now (see Chapter 19). 

Even though iTools offers you a free email account, understand that iTools is not 
an ISP— you cannot get connected to the Internet through iTools or Apple. Even if 
you get a free email account, you must still pay an ISP to connect you. 

If you choose to sign up for an iTools account, you’ll be asked for a “User Name.” 
This will be the name on your mac.com email (such as robinw@mac.com), and 
when you make web sites with iTools or iPhoto, your web address will use this User 
Name (such as homepage.mac.com/robinw). You will also be asked to provide a 
password. Write that password down somewhere!!! 

Apple also requires you to provide a “Password Question” and a “Password Answer” 
in case you lose your password. This should be a question only you know the answer 
to, such as “What is my true hair color?” If you forget your password when trying to 
log in to your iTools account, you’ll see a little “link” to click that says something 
like, “Forgot your password?” Then you will see your Password Question, and if 
you answer it correctly, Apple will tell you the password you forgot. 



Get iT(X)ls 




Another benefit of owning Apple 
products is that you can use 
Apple’s ITools. 


0 I’d tike to create my iTools account. 
0 1'nt already using iTools. 


iTools is a suite of Internet 
services from Apple that makes 
using the Web even more funi 
You can use iTools to get your 
own mac.com email account, 
share your photos and iMovles 
with friends, and create your 
own Web site. 


User Name. 

Password 

0 I’ll set up an iTools account later. 


To learn more, click the iTools 
button below. 




? nath ) 


f Cotock 1 f Cowtttwe 1 
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You can choose to set up an ilbols account later, or not at all. 

Click the “iTools" button to learn more about what iTools offers; 
when you ’re done reading, click the button to come back to this page. 
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9. Now your iMac will connect to Apple 

Single-click the “Continue" button on the previous screen; your iMac will connect 
to the Internet. It will create your Administrative user account on the computer, 
create your iTools account (if you chose to do so), and register this information 
with Apple. Even if you don’t have an Internet Service Provider yet, the iMac will 
go out through the phone line you connected using a secret toll-free number to 
get straight to Apple, and it will register your iMac. 

You only have one more step to go after this! 




This bouncing bubble 
indicates your iMac is 
making an Internet 
connection. 
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10. Set Up Mail 

“Mail” is the name of the email application that is installed on your iMac. Mac OS X 
automatically adds your new, free, iTools email information to this form. The Mail 
application, however, can check all of your existing email accounts, even though 
they are on different servers. It can even check your EarthLink account. 

So if you have another email address that you want to add, select “Add my exist- 
ing email account,” and then fill in the information. If you don’t know how to 
complete the “existing account” form (shown on the opposite page), call your 
Internet Service Provider and ask for the information (although they probably 
gave you a piece of paper with all that information written down). 

If you don’t have the information for the existing account right now, you can skip 
this part for the moment and fill it in later, directly in the Mail application (see 
Chapter 20). 




Set Up Mail 



Mac OS X includes Mail, an 
application for sending and 
receiving email messages. 

Your mac.com email account, if 
you have one. Is already set up 
for you. If you have another 
email account, you can add it 
here. Otherwise, Just click 
Continue. 

If you are not sure how to 
answer a question, ask your 
Internet service provider (ISP). 

® Use my mac.com account only 
©Add my existing email account 



Email Address 
dearrobinV’tnac .com 
Cxampki p«m<U>#m«c.com 

Incoming Mall Server 
mailmac.com 
Ijumck rrutl.iiMCCom 

Account Type; J POP 
IMAP 

User Account 10 
dearrobm 

piowth 

Password 



Outgoing Mail Server 
smtp.mac.com 

Cump!< 



Co tack f Comimte ^ 



If you click ''Add my existing email account^ you'll 
see the screen shown at the top of the following page. 
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Set Up Mail 



Mac OS X includes Mall, an 
application for sending and 
receiving entail messages. 

Your mac.com email account, if 
you have one. is already set up 
for you. If you have another 
email account, you can add it 
here. Otherwise, Just click 
Continue. 

If you are not sure how to 
answer a question, ask your 
Internet service provider USP). 

! my iiu[.[arii mm 

® Add my existing email account 



:ount ^ 



I MsRobin<prat2.com 
Incoming Mail Server 



maii.ratz.com 

(xaiapiv mad.ni*t.ca*> 

Account Type: ® POP 

Gimap 

User Account ID 



MsRDbinPatsyWilliams 

[Mfopic. p*tmih 



Outgoing Mall Server 






■ mall.cybennesa.com 

smtpjnM com 



f* Corrdn^'^ 



You only need 
to fill this out 
if you want 
Mail to check 
another email 
address. 



■ Email Address: Include the @ symbol and “domain name” (ratz.com, 
in the example above). 

■ Incoming Mail Server: This is usually the word “mail” in front of 
the domain name in your email account. For instance, if your email 
address isjohn@dogfood.com, your incoming mail server is probably 
mail.dogfood.com. 

■ Account Type: Your account is probably POP, unless you have been told 
otherwise. (iTools and America Online are IMAP servers.) 



■ User Account ID: This is the name the mail server knows you by. If this 
particular mail server is also your ISP, your User Account ID is probably the 
name you get billed under. It might be the first part of your email address, 
or it might be something altogether different! You might have to ask. 

■ Password: This is not the password to get your email! This is the password 
that goes with your User Account ID. It might be the same as your email 
password, but probably (hopefully) not. 

■ Outgoing Mail Server: This is also known as the SMTP server. This is always 
the name of your Internet Service Provider. For instance, I own the “domain” 
ratz.com and I get email at ratz.com. But my ISP is Cybermesa; that’s who I 
pay every month for my Internet connection, so Cybermesa is my SMTP server. 
No matter where your mcoming mail is from, everything you mail out goes 
out through your ISP. Usually you can just add “mail” to their name (or 
sometimes “smtp”), as shown in the example. 
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11. Select Time Zone 

Single-click on your part of the world. Your time zone will appear in that 
pop-up menu just below the map. Click the “Continue” button. 




12. Thank You 

Your iMac has now been registered and set up! Click “Go” to see your new Desktop 
and Dock, which are explained in detail in the next two chapters. 
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MouJins, 

W^nus, 

aDJ More. 

Now that you’ve got your brand-new iMac up and running, you’re re^y to ioU. In 

this chapter, we’ll talk about the wonderful world of the naouse, thd 

menus, windows, and so much more! ■ ' ' 

(After you’re comfortable with the information in this chapter, if you still want to 
know more about these topics, ne Little Mac OS x Book is a great resource.) 

So, turn the page, and let the fun begin . . . 
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Start up 

It takes a moment or two for your computer to turn itself on. This process used 
to be called “booting up“ because the iMac is actually going inside of itself and 
pulling itself up by its own bootstraps, so to speak. 

If you watch the screen (also called the monitor) while your computer starts up, 
you’ll see a “happy Mac” icon, indicating that the computer has found what it 
needs to start up. A few moments later, you see a graphic that shows the operat- 
ing system, Mac OS X, starting up. You may see another Mac OS graphic (9.2), 
and a panel with a progress bar that shows “Classic Environment starting from 
‘Macintosh HD.” Your computer is loading some extra software that it may need, 
explained on the opposite page. 



Software is the 
invisible programming 
code that makes things 
happen inside the 
computer. You can't 
touch the software 
itself. You con touch 
the disk that stores the 
software, but you can't 
touch the code. 

Your computer, however, 
is a piece of hardware; 
hardware is anything 
you con 
bump into. 



^ ♦ Ffl II 01 AM I 




If you do not see the '‘Classic Environment" 
starting up at this time, don V worry. 
If you need it, it will start automatically. 



This colorful bar across the 
bottom of the screen is the Dock. 
See the end of this chapter for 
details about the Dock. 
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Mac OS X (and OS 9) 

The phrase “Mac OS X” is pronounced “Mac Oh Ess Ten.’’ The OS stands for 
Operating System. Every computer has some sort of operating system that runs it. 
The Mac OS, of course, is the best, as evidenced by those who copy it. 

Notice when your iMac starts up it says “Mac OS X.” It displays the version of the 
operating system that your Mac is “running.” The Mac’s most recent OS before 
Mac OS X was OS 9 . Because lots of people own lots of software that was designed 
to run using OS 9, Apple designed OS X to include something called the Classic 
Environment, as shown on the opposite page. Your computer will automatically 
switch to OS 9 whenever you use an application that needs it. You don’t need to 
know anything about OS 9, and you may not even realize the computer has switched 
operating systems. To make this possible, the iMac already has both operating 
systems installed, Mac OS X and Mac OS 9- 




This is the 
Mac OS X logo. 

The “X"is 
pronounced “ten." 



If you know how to use your mouse and 
menus already, you can check to see which 
operating system any Macintosh is mnning: 
while you’re at the Desktop, go to the Apple 
menu and choose “About This Mac.” A 
panel will appear that tells you loud and 
clear which OS your particular machine 
is using. The small type below the words 
“Mac OS X” identifies the specific version of 
Mac OS X that’s running. (See Chapter 13 
on System Preferences to learn how to use 
“Software Update” to update your system 
when a new version becomes available.) 



@ O C About This Mac 




Mac OS X 



Memory: 768 MB 
Processor PowerPC C4 

**&(£> Apple Computer. Inc. 1983'2001 



Click on this text to 
show the '‘Build” 
number (which you 
don 7 need to kyiow). 
Click again to show 
the Serial Number 
of your Mac OSX 
software. 
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Tl)is is how your 
hand holds the 
iMac optical mouse: 



This is the pointer: 
You might also 
hear it referred to 

as a cursor. 



The very tip of 
the pointer is the 
only part that does 
anything! Make 
sure the very tip is 
positioned where you 
need it before you 
click or drag. 



The mouse 

The first thing you need to become comfortable with is the mouse. You can plug 
it into either end of the keyboard, depending on whether you’re right- or left- 
handed. It doesn’t have to sit next to the keyboard — you can put it anywhere 
you can reach it easily. The mouse sits flat on the tabletop. The tail, I mean the 
cord, faces away from you. 

Position your hand on the mouse so your index finger rests on the front of the 
mouse close to the end where the cord is attached. Place your thumb and middle 
fingers on the plastic finger rests on each side of the mouse. Press lightly with your 
index finger. It makes a clicking sound when you press, so we call this “clicking” 
the mouse. The optical mouse doesn’t have an actual button to press. The entire 
mouse is, in effect, one big button. The closer to the front edge you press with your 
index finger, the easier it is to click. 

Try it; Move the mouse around with your hand. Notice the pointer on the screen 
moves as you move the mouse on the desk — if you move the mouse to the right, 
the pointer moves to the right. Click the mouse button here and there, just don’t 
click on a picture of anything yet! 

How to use the mouse 

You’ll be using the mouse in four ways: single-click, double-click, drag, and some- 
thing called press-and-drag. Each of these motions accomplishes different things, 
so it’s very important to understand what each one does and when to do it. Read 
the stuff below, read the opposite page, then turn the page and experiment. 

Single-click 

Position the pointer, then click the mouse button once. 

Double-click 

Position the pointer, then click the mouse button twice very fast. You 
have to hold the mouse very still — if the mouse moves even a tiny 
bit between clicks, it won’t work. If this happens to you, try again. 

Drag (sometimes called click-and-drag) 

Without holding the mouse button down, just drag the mouse. 

Usually you click something right before you drag (such as a menu), 
so it’s often called click-and-drag, not to be confused with press- 
and-drag (as explained below). 

Press-and-drag 

Click and hold the mouse button down, then drag the mouse, 
keeping the button down. When you’re done, let go of the button. 
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The mouse pad 

You might already have a mouse pad, a thin pad of some sort that you place next 
to your computer and set your mouse upon. You don’t have to have a mouse 
pad — there’s nothing magical about the pad that makes the mouse work or not 
work. It’s just a piece of plastic or heavy fabric that used to give better traction for 
your mouse back in the old days when a mouse had a rolling ball in it. The iMac 
mouse is an optical device that doesn’t use a rolling ball, nor does it benefit from 
better traction. Even so, you may still want to use a mouse pad just to soften the 
feel of the mouse on the desk’s surface and to mute the sound of plastic banging 
and rubbing against wood (or metal). The sounds of mouse clicks are more than 
enough, without adding clacking and scraping. 

Running out of room on the mouse pad 

When you’re actually moving your mouse along a pad, you will come to the edge 
of it regularly. At first you might feel like the pad is much too small. But this is 
how to deal with it: 

If your finger is holding the mouse button down and you are about to fall 
off the pad while dragging, keep your finger pressed down on the button 
and pick up the mouse. Keep your finger holding down that button, and 
just pick up the mouse, put it anywhere you want on the pad, and continue 
dragging or whatever you were doing. 

You will use this technique so much it will start to happen naturally and you 
won’t even notice it. 

So now let’s go experiment with the mouse! 



sort of mouse pad. 
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The windows 

We’re going to experiment with the mouse, using the windows. A window, as 
shown below, is one of the basic features of the Macintosh. (I know, you may 
have heard the term Windows, with a capital W, in reference to Microsoft and 
other computers besides Macintosh. Those other computers use technology, um, 
“inspired” by the Macintosh.) 

You’ll use windows at the Desktop, and you’ll use them in every program you 
work in, including email and the Internet, so it’s a good idea to get to know them 
pretty well. You’re going to have to resize them, move them, put them away, and 
get them out again. You can do all of these things with the mouse. 



Red Close button 



1 1 I Yelloi 



Yellow Minimize button 
Green Zoom button 



Title Bar 



Hide/Show 
Toolbar button 



^ Macintosh HD 



i 




Macintosh HD 

Double-click this 
icon to open your 
hard disk window. 



p- fgg' = 'ai]; 


B fS? 


A 


Back View 


Computer Home Favorites 


Applications 


m 


U 


m 


Applications 


Applications (Mac OS 9) 


Users 


m 




£9 


Library 




System 


Documents 


System Folder 


1 






Above is the window you probably see when you first 
turn on your iMac. 



Resize comer 



If you don*t see this window, position the tip of your pointer 
over the little picture (the icon, as shown to the left) in the upper-right 
corner of the Desktop called 'Macintosh HD.” Double-click that 
icon and you will see this window (or one very similar). 

All of the icons (pictures) inside of this window represent folders that 
contain different files on your computer. We'll talk about them later. 
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Using your mouse, do these things: 

Move the window 

Position the tip of the pointer anywhere in the Title Bar (except on top of 
one of the buttons). Press the mouse button down and hold it down; while 
the button is down, drag the mouse (this is called press-and-drag). The 
window will move as you drag. Let go of the mouse when you’ve repositioned 
the window, and the window will stay in that spot. 

Resize the window 

Position the tip of the pointer on top of the Resize comer in the bottom-right 
comer of the window. Press-and-drag— don’t let go! As you drag the mouse 
around, you see the window change size. When you let go, your window will 
stay that size until you change it again. 

There’s another way to resize a window very quickly: position the tip of the 
pointer on the green Zoom button, in the upper-left of the window (see the 
illustration below, right). Single-click right on that green button and the 
window will zoom larger or smaller, depending on whether it was smaller or 
larger before you resized it. After you’ve resized a window, the Zoom button 
toggles the window size between the last two window sizes (large and small). 

If you clicked and your window disappeared, it’s probably because you clicked 
the Close or Minimize button, which are both just to the left of the Zoom 
button! If so . . . 



Remember, the tip 
is the only part of the 
pointer that is “hot” 
(that does anything)! 
The rest of the pointer 
is just so you can see 
the darn thing. 




This is the 
Resize corner of 
the window. 



Get your window back (if you lost it) 

If your window disappeared, first look for it on the far-right end of the Dock 
(that bar across the bottom of your screen), which is where it went if you 
accidentally clicked the yellow Minimize button. If you see its tiny picture in 
the Dock, single-click on it and the window will reopen on the Desktop, as 
shown on the following page. 

If there is no tiny picture of the window in the Dock, double-click the 
“Macintosh HD” icon that is sitting in the upper-right comer of your screen to 
reopen the window. 



Green Zoom 
button. 



@ 0 



I 



Yellow 

Minimize 

button. 



Red Close 
button. 
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Yellow Minimize 
button. 



Minimize the window 

Position the tip of the pointer on the yellow Minimize button in the upper-left 
comer of the window. Single-click. This sends your window down to the Dock 
as an icon (a small picture) which moves it out of your way and reduces the 
clutter on the Desktop. 

To reopen the window, single-click its icon in the Dock. 

You 'll notice the “Genie Effect" 
when you minimize a window 
to the Dock. 

This is the icon of the 
minimized window. 




Scroll with the scroll bars 

Scroll bars (shown below) are along the right and bottom edges of every 
window and are very important features. You see, often there are so many 
items inside the window that they all can’t be displayed at once, so the scroll 
bars make things "glide" past the window opening. It’s sort of like sitting in a 
train and watching the scenery go by. Read about the scroll bars, below, then 
follow the steps on the next page to practice using your mouse and learn how 
to control the scroll bars at the same time. 
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Scroll bar and mouse practice 

The scroll bars will be “empty” (no arrows and no blue scrollers) unless all of the 
items can’t fit inside the window, so for this exercise you have to make sure the 
window is small enough that you can see the blue scrollers, as shown on the 
opposite p^e. To resize your window so it is fairly small, press on the Resize comer 
in the bottom-right comer, and drag diagonally up to the left until a scroller 
appears. Then do each of the following: 

Single-click in any empty area of the scroll bar. Notice it pops the items in 
the window to one side or the other horizontally, or up and down vertically. 

Notice on which end of the scroll bar the scroller is located (see opposite 
page). Press on one of the little scroll arrows that is pointing in the 
direction you want the scroller to move (don’t worry, just press one or the 
other — you’ll see). Watch as the contents of the window slide past. Notice 
that the scroller is a visual clue that tells you how close you are to one end 
or the other of the window. 

I know the scrollers seem like they make things slide in the opposite 
direction than you expect. You’ll eventually get used to it and will soon 
automatically choose the correct arrow to scroll in the direction you want. 

Press-and-drag on the scroller itself to move it somewhere else along the 
scroll bar. Watch as the contents move. 

Resize your window big enough so one or both of the scrollers disappear. 



Pop quiz: On first glance, the window below looks empty. 

a. What are the two visual clues that tell you there actually is something 
in the window? I haven ’/ explained one of them yet, so don 't bother 
looking in the text. Take a close look at the window and find the clues. 

b. Exactly how many files (items) are in this window? (That’s a clue 
to the first answer. ) 

c. Name two ways to display the items (I did tell you these). 




'jvq ffOJDS 
aqf fo pu9 9ftso^<fo aqt of 
jtdjiojios $qf dvjip tuopnq 
tuooz 9qt ^0 qotp *3 
,/stuapp„ advauaqt 
s(Cvs cnopum $qf fo oqf 

ssojop dvg sniDfS &qi *q 



stqi ut „studp % dJLV Bddqt 
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aqt ssojop jpg snfPts aqt 
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p sutPfuoo jpq gojDs y 
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The menu bar and menus 

Let’s use the mouse to see what’s in the menu bar and how to use menus. The 
menu bar is the strip across the very top of the screen (shown below). 

rile Edit View Co Window Help ^ Sun 10:25 PM 

This is the Finder menu bar. You 'll always see the menu bar, but it displays 
different items in different applications. 



Each word and icon in this menu bar has a menu of 
commands to make the computer do something. A 
typical menu looks like this one on the right: 



m 


Computer 


•>c*ic 






iDlsk 


"CMI 


Favorites 


► 


Applications 


•MXA 


Recent Folders 


► 


Co to Folder... 


1C- 


Back 


m 


Connect to Server.. 


. XK 



To drop down a menu, position the tip of the pointer on any word or icon in the 
menu bar, then single-click on it. The menu appears. Go through the menu bar 
and read the lists of options. Don’t forget to check the Apple menu as well, under 
the Apple icon on the far left. 

To choose an item in the menu, drag the mouse down the menu. As you pass 
over each item with the pointer, it “highlights,” or changes color. That means that 
item is selected. If you single-click on a selected menu item, that command is 
executed. Be careful! There are a number of commands you don’t want to execute 
right now! |BJ| 

About the Finder 
Preferences... , 

M y liiMllMraii ,1 / used the pointer to select the 
Services ► commatid ''Empty Trosh.'" 

Hide Finder KH 

Hide Others 

Show All I 



The menu will disappear after a few seconds if you don’t click on anything. If you 
want to make it go away instantly, just click anywhere on the Desktop. 

You’ve probably noticed that many menu items are gray instead of black, and 
they don’t highlight as you slide your pointer over them. When an item is gray, 
it means that particular command or item is not available at the moment. For 
instance, the command “Empty Trash” vnyour Finder menu might be gray, right? 
(Check to see.) The gray command indicates there is no trash in your Trash basket 
to be emptied so you can’t use that command. 
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Select something from a menu 

First of all, make sure there is a window open because the command you are going 
to choose will affect the open window. If you have been following along, there 
should be a window open. 

If you don’t see an open window: 

1. Position the tip of your pointer directly over the icon of your hard disk, 
which is in the upper-right comer of the screen, below the menu bar, 
and is called “Macintosh HD.” 

2. Double-click the icon. It will open to a window. 

If you still don’t see a window, you may have moved the mouse between the 
two clicks and it didn’t work. Try again. 




Macintosh HD 

This is the icon 
that represents 
your hard disk. 



Okay. Whew. We’ve all got an open window on the screen. Unless you changed 
things yourself, your window probably looks something like the one shown below, 
right? Now let’s change the way the files are displayed, called the window View 
(next page). 




This window is currently in Icon view, 
indicated by the highlighted Icon view button. 

^ Macintosh HD 



If you don’t see the 
Toolbar, click this button. 





1 S it? 




Back 


Computer Home Favorites 


Applications 




P 


ij* 


Applications 


Applications (Mac OS 9) 


Users 


Library 


£3 

Documents 


System 




System Folder 



I’ll tell you more about these different “views" 
right after the menu exercises! 
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You’re looking at a window full of icons, which are small pictures that represent 
the various files stored on your computer. These icons give you clues as to what 
kinds of files they are (we’ll talk about that later). But some people prefer to view 
the files in a list of names, instead of looking at all the picutures. Let’s change 
this window to a List View, using the menu. 



ee 


ft 


S MKiniosh HO 


O 


This is how the window 


e( 




1 S ^ 


A 


looks in Icon View. 


Firi tm' 




^^^lew 


[ Computtr Hom« Favorites 


Applications 


Notice the 'Icon View'' 




Applications 






button in the Toolbar 




P 

Applications (Mac OS 9) 


P 

Users 


is highlighted. 




M 


P 


P 






Library 


Documents 


System 








System Folder 


! 

i 




\ 



^ Finder File Edit 

I ^ L. « a8gggwswe 



Go Window 


Help : 


* ; 

- ^ as Icons 




i as Columns ^ 


! 


j Clean Up 




' Arrange by Name 


1 


Hide Toolbar 


XB 


Customize Toolbar.. 




Show Status Bar 


1 


Show View Options 





To change a window to a List View, go to the 
“View” menu, then choose “as List” (shown on 
the left). The window changes to show all the 
items in a list, as shown below. Practice using 
the menu with this folder — choose every other 
item in the View menu and experiment! 





^ Macintosh HD O 


© 1 


9 




A 




Computar 


Home 


Favomes Applications 


I ^ p Applications 




— 


Today^ 2:22 PM 


> P Applications (Mac OS 9) 




3/11/02, 1 07 PM 


>■ P Documents 






4/1/02. 3:41 PM 


► Library 






4/4/02. 12 18 AM 


► ^ System 






4/22/02, 7:19 PM 


> L0 System Folder 






4/30/02, 1:40 PM 


► ,ji Users 






3/27/02, 10.03 PM 

i 





This is how the window looks 
after switching to List View. 
Notice the “Lid View" button 
in the Toolbar is highlighted. 
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Click-and-drag vs. press-and-drag 

On the oppposite page you used the mouse movement called click-and-drag, where 
you click once to bring the menu up, then you drag the mouse down the list without 
holding the button down, and click again. You can also use a press-and-drag 
in a menu to do the same thing, where you press, hold the mouse button down, 
then let go on the selected item. 

It’s a good thing to be conscious of the difference between click-and-drag 
and press-and-drag because sometimes you must use a press-and-drag because the 
click-and-drag doesn’t work. (Also, if you ever work on an older Macintosh, you’ll 
find that the only way to select items from menus is to press-and-drag.) 



Unfortunately, 
many technical 
writers use the 
term “click-and-drag’ 
when they really mean 
"press-and-drag.” 

If click-and-drag 
doesn't work, try 
press-and-drag. 



So let’s change the window view again using press-and-drag. Make sure you are 
conscious of the difference. It will make everything easier as you learn to use the 
rest of the iMac features. 

1. Single-click anywhere on the hard disk window, in any blank area. 

This selects the window and makes sure the command you are about 
to choose does its business to this window. 

2. In the menu bar across the top of the screen, position the tip of the 
pointer on the menu called “View.” Press on the word, and hold the 
mouse button down. The menu will drop down. 

3. Keep holding the mouse button down, and drag the pointer down 
to the choice “as List” (or “as Icons,” whichever one does not have 
the checkmark next to it). The choice will highlight, or turn dark, 
and when it is dark, let go. Don’t try to click! Just let go. 



View 





✓ as List ^ 

as Columns 




Clean Up 
Arrange by Name 




Hide Toolbar 
Customize Toolbar... 
Show Status Bar 




Show View Options 


3gJ 



I recommend you switch views several more times and make sure you are conscious 
of using either the c//Ci&-and-drag technique or the/>resy-and-drag technique. You 
will feel more in control of your computer if you can recognize the difference. 
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So are you starting to feel more comfortable with the mouse? Let’s do one more 
useful exercise with the mouse. Along the way you’ll use the Apple menu and 
take a look at what are called “hierarchical menus.” 



Hierarchical menus 

Some menus need to contain many more choices than a single menu can 
accommodate. Hierarchical menus organize items into appropriate groups so 
that many menu options can be hidden under a single heading. To demonstrate, 
go to the Apple menu. 

1. On the far-left end of the menu bar is a tiny icon of the Apple logo. 

This is actually a menu, called the Apple menu! Single-click on the 
Apple to drop down the menu. 

2. Find the menu item called “Dock.” Notice it has a little triangle pointing 
to the right. The triangle is a visual clue that indicates if you select that 
item, another menu will pop out to the right, as shown below. This is 
called a “hierarchical menu,” or “h-menu.” 

3 . So point to “Dock” to display the submenu, slide across the highlighted 
bar to the submenu list, then click on “Position on Left.” The Dock 
changes from a horizontal Dock at the bottom of your screen to a vertical 
Dock on the left side of the screen. 

To revert back to a bottom Dock position, repeat these three steps, but 
choose the “Position on Bottom” option in the submenu. 




Click here to get the ^ple menu. 



K>ut This Mac 
Get Mac OS X Software.. 

System Preferences.., 



Location 

Recent Items 

Force Quit... 

Sleep 
Restart 
Shut Down 

Log Out... 



I Turn Magnification On 

► Turn Hiding On M88D 

► Position on Left 
Position on Bottom 
Position on Right 

Dock Preferences... 



086 Q 



So this is an h-mmu. You 11 find them all 
over your iMac. H-menus can be a little tricky 
to maneuver in, so don 1 get upset if they 
disappear on you now and then. The trick 
is to follow the highlighted bar horizontally, 
then slide right down the h-menu. In this case, 
when ^'Position on Lefr highlights, click on it. 
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If you’re really studious, try using the press-and-drag technique on an h-menu, 
as opposed to the click-and-drag. 



Move the mouse vertically and 
horizontally through hierarchical menus. 



About Thti. Mac 
Cr MacOSXSoUwarc. 

Drag with the 
mouse button down 



Magntficatior On 
ri Hiding On X: 



Posifion on Right 



I Loq Oul.. O^Q 



Remember, if you run out of mouse pad space, just pick up the mouse and move 
it. If your finger was holding the mouse button down to get the menu (pressing), 
keep it down while you move the mouse. 

It can sometimes be a little tricky to grab an item on an h-menu. If the menu 
disappears or if a different one pops up, just slide the pointer back to the item you 
want (“Dock,” in this case), then slide directly across the highlighted bar to the 
right, then down the h-menu. Below are some other examples. 




Ammcan Typovrlter 

American Typewriter Condensed 

American Typewriter Condensed Light 

American Typewriter Ughi 

Andale Mono 

Apple Chancery 

Arlal 

Arlal Black 
Arlal Narrow 
Anal Rounded MT Bold 
Afisiocrai LET 



This hierarchical 
Text menu in 
the AppleWorks 
application shows 
how even some 
h-menus have too 
many items to 
show all at once. 



Baskcrvilie Scmibold ^ 
Bertram LET 
Bickley Script LET 
Big Caslon 

BlaliMdlTCTT-Medlum 

Bodoni Ornaments ITC TT 

BodonI SvtyTwo ITC TT-Bold 

Bodoni SvtyTwo ITC TT-Book 

Bodoni SvtyTwo ITC TT-BookIta 

Bodoni SvtyTwo OS ITC TT-Bold 

Bodoni SvtyTwo OS ITC TT-Book 

Bodoni SvtyTwo OS ITC TT-BookIt 

Bordeaux Roman Bold LET 

Bradley Hand ITC TT-Bold 

Brush Script MT 

Capitals 

Charcoal 

Chicago 

Comic Sans MS 

Copperplate 

Copperplate Li^lT 'X 



T!)e 'Text Color'* 
hierarchical menu 
in AppleWorks is a 
collection of color 
swatches that can 
be chosen straight 
from the menu. 



This triangle means 
there are even more 
items in this list! Slide 
the pointer down to the 
bottom of the list and 
it will automatically 
display them. 





Size 


P 


1 Style 


P 


1 Text Color 


P 
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The window views 

Several pages ago you used the menu to change views. Now let’s change the window 
views using a button and talk about the different views. 




The View buttons in the window Toolbar let 
you quickly switch between the three different 
view modes: 




as Icons as List as Columns 



To change to the List view: 

Position the tip of the pointer on the “List View” button in the Toolbar 
and single-click on the button. 

So now your window is displaying all of the items as a list, right? It should look 
similar to the example below. 




^ Macintosh HD 



Computer Home Favorites Applications 



^ Applications 

^ pi Applications (Mac OS 9) 

► Pf Documents 

► [jl Library 
>■ pi System 

► pi System Folder 

► Users 



Yesteri 

3/ll/( 

3/10/( 

3/13/( 

10/23. 

Today, 

3/ll/( 



The nicest thing about the List View is that you can see the contents of a number 
of folders in the same window, as shown on the opposite page. This will come in 
handy when you start making a lot of files and want to find them or move them. 
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Below is another example of a window in the List View, as well as callouts to the 
many ways you can customize your window. Many people prefer to see their files 
as a list of names instead of all the icons. It’s entirely up to you! 



Single-click any one of these column head- 
ifigs to organize^ or sort, your files by 
that heading. How can you tell that the 
files shown below are sorted by "‘Name"'? 



You can resize the columns. Just position 
your pointer directly on the dividing line between 
two column headings; the pointer will turn into a 
double-headed arrow: 4j+ . With that arrow, just 
press-and-drag to the left or right. 



©0 


0 ilS Macintosh HD 


o 


Back 


fss f 3-* i]"; 


* tS A 

Computer Favorites Application^ 


I 

i 

r ; 




Date Modified Size Kind 



T 3 Applications ^ Today. 1:14 PM Folderf 





Acrobat Reader 5.0 


1/28/02, 3:00 PM 


— 


Appiic 




Q Address Book 


12/19/0... 10:14 PM 


— 


Applic 


► 


pf AppleScript 


2/14/02, 6:35 PM 


- 


Folder 


► 


P AppleWorks 6 


Yesierda... 11:29 AM 


— 


Folder 




Calculator 


12/11/01. 8:37 PM 


- 


Applic 




4k Chess 


12/11/01, 8:42 PM 


— 


Applic 




Clock 


12/11/01. 8:37 PM 


- 


Applic 




g DVD Player 


3/4/02, 314 PM 


— 


Appiic 


rG 


FAXstfX 


3/13/02,3:40 PM 


— 


Folder 




^ Fax Browser 


3/11/02,6:20 PM 


- 


Applic 




^ FAXstf X Install Log 


3/11/02,6:21 PM 


44 KB 


Apple. 




Q FAXstf X User's Guide 


12/3/01. 8:40 PM 


10.2 MB 


Adob. 




Modem Center 


3/11/02,6:20 PM 


— 


Applic 




Q Quick Start Card 


11/27/01, 12:53 PM 


1.6 MB 


Adob. 




B Register FAXstf™ X 


12/3/01,8:28 PM 


4 KB 


Web 1. 




^ Release Notes 


11/29/01, 3:35 PM 


4 KB 


Rich! 




Smith Micro eCard 


11/19/01,2:06 PM 


1.6 MB 


Applic 


► 


P IDVD 2 


11/27/01, 7:19 PM 


— 


Folder 




Image Capture 


2/14/02, 6:43 PM 


- 


Applic 




iMovie 


8/26/01, 1:06 PM 


— 


Applic 


► 


P Installers 


12/21/0.. .10:55 PM 


— 


Folder 




Internet Connect 


12/11/01, 8:52 PM 


— 


Applic 




0 Internet Explorer 


8/15/01,8:10 PM 


— 


Applic 






l?M9m LCLQ4.gM 




Anniir 

; -4 . 






Single-click this triangle 
to sort (arrange) this 
list in the opposite 
order; e.g., names 
will be alphabetized Z 
to A instead of A to Z. 

In the ''Date Modified'" 
column, files can be 
organized from the 
latest date to earliest, 
etc. Single-click the 
triangle again to 
reverse the order. 



Tip: You can rearrange 
the columns in any 
Desktop window. 

Try this: Press on 
the "Size" column 
heading and drag it 
to the left about an 
inch. Let go. 



Single-click any thiy "disclosure" triangle to see a list of what is inside 
that folder. Single-click agam to close it up. Try it. 

Clicking that triangle to see the files stored inside is called "expanding" 
a folder. All of the files you see indented under the folder name are 
actually stored inside that folder. 
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In the List View, you can also double-click any tiny folder icon to open it up in 
its own window, the same as if it were a large folder icon in the Icon View. 



If you are looking at your “Macintosh HD” window in List View, as shown below, 
double-click on the tiny “Applications” folder icon. The new window that opens 
replaces the current window; that is, you now see the contents of the “Applications” 
folder instead of the “Macintosh HD.” 

Double-click a folder . . / , , , . , , . 

icon to open that previous window (which in the example shown below would 

folder as its own be “Macintosh HD”), click the “Back” button in the Toolbar. 

window, as shown 




to the right. The 
contents of this 
neivly opened 
folder replace 
the contents of the 
previous windoiv. 



Folder 

Folder 

Folder 

Folder 

Folder 

Folder 

Folder 

Folder 

Folder 

Folder 



►I [1% Acuments 

► 7,^^^lters TT^i^yan 

► [0 Library 

^ Little iMac Book.le 

^ ^ Mosaics 
^ [0 Movies 
^ ktf Music 

► Pictures 

► ^ Public 



Click the Back 
button to go back 
to the contents 
of the previous 
window. 



0 








Back 


View 


Computer Home Favorites 


Applications 


14 items, 3.62 CB available | 






size 


Kind 1 





e 


Q 10 Documents^ 


CD 




111* = QD 




A 




/ View 


Computer Home Favorites 


Applications 


^ 21 Items, 3.62 CB available I 




0 


m 


0 I 


Robin's fiction writing 


articleOSX.magazine 


Eudora Folder H 




0 


Ids 






ITunes 


Jane.jpg 


for Steve roth.nf j 




_rl 




'll " 
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To change to the Column View: 



Position the tip of the pointer on the “Column View” button in the 
Toolbar and single-click on the button. 

So now your window displays the contents of a folder in relation to the organiza 
tional structure on your computer. Take a look; 



Folders have small triangles 
on the right, pointing to their 
contents in the next column. 



V Applications 



S ^ 'i' A 

Computer Home Fovontes Apfdications 



\ j Applicoti .Mac OS 9) I* 
^ Documents ► 

Library »• 

yi System h 

System folder »> 

ji Users H . 



^ Acrobat Reader S.O 
Q Address Book 
i'J AppleScript 
[ i AppleWorks 6 | 

Calculator ' 

Chess 
0Oock 
Q OVD Player 
P FAXstf X 
IDVO 2 




Tip: When you Save 
or Open a document, 
you'll find the Column 
View in the dialog 
box, so it's good to 
understand how it 
works. 



Follow the highlighted items and you can see that the disk na?ned 
''Macintosh HD" is showing its contents in the column to its right. The 
"Applications" foldei' is showing its contents in the column to its right. 

If you were to click on the AppleWorks 6 foldei) another column would 
appear to the right, showing you the contents of the AppleWorks folder. 



If you see the far-right column of Column View, you can always go back in the 
other direction: press the blue scroller at the bottom of the window and drag it to 
the left — you’ll see the columns that are temporarily out of sight. "Documents" because 



Below, if you start in the far-right column, you see the contents of the “Documents” 
folder, which is in the “robin” home folder, which is in the “Users” folder, which 
is stored on the “Macintosh HD.” 



the Documen ts folder 
is actually selected, 
as shown by the 
darker highlight. 




^ Documents 



Documci 



Network 



Kauai .cwk 



monster. cwk 



Drag a "thumb" to widen the columns. 
Hold down the Option key and drag to 
ividen just one column. 



To show more columns to 
the left, drag this corner 
to the right. 



Macintosh HD 



; 1st draft 
I Acrobat User Data 
I applewor . tide show h 
I AppleWo... User Data ^ 

; drawingl.cwk 
[ OVD authoring.cwk 
1 fax info.cwk 
I FAXstf X User Data 
; Frogs R Us.cwk 
j ITunes ► i 



j| Movies 
;J Music 
Pictures 
Public 
Sites 



Computer Home Favorites Applications 



Applications 
PF Applicati Mac OS 9) 
pi Documents 
,|i Library 
^ System 

System Folder 
> Users 



iJ jimmy 
robin ■ 
j.i Shared 
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The Dock 

The Dock is that strip across the bottom of your screen that contains a number of 
icons, i^ple has put those icons in the Dock for your use, but you can customize it 
endlessly, as explained on the following pages. You can add folders, applications, 
web sites, documents, windows, or just about anything else to the Dock. Once an 
item is in the Dock, you just single-click to open it You can delete items, rearrange 
items, move the Dock to the left or right of your screen, enlarge it, reduce it, hide 
it, and more. 

Below is a typical Dock with brief e}q>lanations of vsiiat each item does and where you 
can find more information about it 

Items marked with asterisks (*) will automatically attempt to connect your iMac to 
the Internet when you click them. 



*Intemet *QuickTime 

Explorer; iMovie; AppleWorks; Player; Preview; Dividmg Trash Basket; 




*Maih *iTunes; WVD; Sherlock; System TextEdit; *Web site 

Chapter 20 Chapter 18 Chapter 4 Chapter 24 Preferences; Chapter 4 link 

Chapter 13 



Position your mouse over a Dock item 
(don 't dick or press), and a “Help tag” 
appears to tell you what that item is. 





^eryou open an application, its icon appears in the Dock (if it 
warn ’/ already) and a small triangle is your visual clue that the 
application is still open. How many applications are open at the 
moment, according to the Dock above? 
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Add items to the Dock 

You can add anything you want to the Dock. Typically, you’ll add files and folders 
that you want easy access to, as well as new applications you acquire. You’ll notice 
when you add applications, they go on the left side of the dividing line. All other 
files must stay to the right of the dividing line. 

To add a file: Find its icon (folder, application icon, document icon, etc.), then 
simply drag that icon down to the Dock and let go. You are not actually moving 
the file — you are simply adding an “alias” of it to the Dock (an alias goes and 
gets the real file; see Chapter 23 about aliases). 



To add an open application: While the application is open and active, you 
will see its icon in the Dock. Press on that icon and you’ll get a pop-up menu; 
choose “Keep In Dock” (shown to the right). 



V G Address Book 



j Keep In Pock 



^Show In Finder 
Quit 




To add a web site: Using Internet Explorer, go to the web site you like. In the 
Address bar, drag the little @ symbol in the Address bar (circled, below) down to 
the Dock. If you are using Netscape, drag the Bookmark icon (next to the Location 
box) first to the Desktop, let go, then drag that icon into the Dock. 



eoo 




© Google 


1 




^ m 1 




*rd Slop 


R#fr»sh Homo 


h^p://wv.Urlslnl#rf»*tC»f#.com/ 



After you add a folder (just drag the folder to the Dock), you can single-click 
its icon in the Dock to open the folder window, ox press its icon to pop-up a menu 
listing every item in the folder (shown below, right). Slide up the list to choose an 
item and that particular file will open. If you have folders inside this 
folder, you will get a submenu showing the items in that subfolder. 

Notice, however, that the folder icon in the Dock gives you no visual 
clue as to which folder it is. You can customize its icon, if you like (see 
page 407), so you can identify individual folders without having to 
mouse-over each one and wait for the Help tag. 



^ A Magnificent Desolation.rtf 



A Nice Enough Toad.rtf 



• Here There be Monsters.rtf 
^ Listen to Your Eyes.rtf 
^ Straight Into Triumph.rtf 
^ The Grand Climacteric.rtf 



Show In Finder 
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Rearrange items in the Dock 

To move the positions of items in the Dock, simply press-and-drag them. Only 
application icons are allowed to sit to the left of the dividing line (shown on the 
opposite page), however; everything else must stay to the right. 



9 

This is the poof' that 
appears tvhen you 
remove something 
from the Dock. 



Remove items from the Dock 

To remove items from the Dock, simply press-and-drag them off the Dock and 
drop them anywhere on the Desktop. A cute little “poof’ will appear. Don’t worry, 
you won’t destroy the original files. All you remove is an icon from the Dock — you 
won’t hurt the original application, folder, file, web site, or anything else. (You 
cannot remove the Trash basket or the Finder icon, though.) 



Dock Preferences 

When you’re ready, you can customize several aspects of the Dock using the Dock 
preferences. To open the Dock preferences, as sho>^Ti below, go to the Apple menu 
and choose “Dock. . . .” You can either change several settings using that menu, or 
choose “Dock Preferences. . .’’ to get the preferences “pane” shown below. 



The effects of 
''Magnification " 
are shown at the 
top of the next page. 



Check here and the Dock 
will automatically hide 
after you click on it. 

When you slide your mouse 
mto the edge of the screen 
where it's hiding, it will 
automatically reappear. 



, eoo 






Do 


k O 


IS! 1 


m 


4 


e 




j Show All i 


Displays 


Sound 


Network 


Startup Disk | 



Dock Size: 



0 - 



Drag this slider to change the size of the Dock. 

(You can also 
change the size 
of the Dock by 
dragging the 
dividing Ime 
in the Dock.) 



@ Magnification: 



Large 

Max 



* Q Automatically hide and show the Dock 



Position on screen: 



o 

Left 



Bottom 



o- 

Right 



Minimize using: Genie Effect 



M Animate opening applications 



This makes the application icons 
in the Dock bounce up and doivji 
when you click to open them. 



You can move 
your Dock to the 
left or right side 
of the monitor. 



If you don 't like 
the way windows 
slither into and 
out of the Dock, 
like a genie in a 
bottle, switch to 
the "Scale" effect. 
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There is a shortcut to get the Dock preferences: Control-click (which 
means to hold down the Cofitrol key while you click) on the divider 
line in the Dock arid change your preferences from the pop-up menu. 









Turn Magnification On 
Turn Hiding On 
Position on screen ¥ 

Minimize using > 

Dock Preferences... 




itH Uiuoa 




When "Magnification" is checked in the Dock preferences, as shown on 
the opposite page, the Dock icons grow as you run your mouse over them. 
How large they grow depends on where you set the Magnification slider. 



Quit an application from the Dock 

If you need to quit an application, just press on its icon in the Dock, and in the 
pop-up menu, choose Quit. 



Show In Finder 




B The triangle indicates the application is open. 

Press (don '/ click!) on the icon to get the pop-up 
menu to Quit. 



Missing icons in the Dock 

Every now and then one of your Dock icons might turn into a question mark or a 
generic Mac OS X icon, both shown to the right. 

Drag the question mark out of the Dock to get rid of it, then replace it: Find 
the icon in your window (probably in your Applications window), and drag it to 
the Dock. 




Question Generic 
mark icon 



The generic icon is okay. It still works just the same, and next time you restart 
your iMac, your real icon will probably come back. 



45 






2 ■ Mousing, Menus, and More 



Mouse preferences 

Let’s do one more thing to help make you feel comfortable using the mouse. Apple 
provides many ways for you to customize your iMac so it suits the way you work. 
One way it does this is through small programs called “System Preferences.” I’m 
going to show you how a couple of the System Preferences work, and you can open 
up any others you want and tweak the obvious things. Most of them are very self- 
explanatory. Chapter 13 explains the ones you’ll use most often. 



To open the System Preferences, find the System Preferences icon in the Dock 
(circled below) and single-click it. 




This is the System Preferences icon. 



In the System Preferences window, single-click the Mouse icon. 



Q O C* System Preferences £3 





1^ 1 

Show All 


S 4k 


0 m 

Network Startup Disk 








Displays Sound 








Personal 














■ 


IBM 




® 


fSi # 




Desktop 


Dock 


General 


International 


Login 


Screen Saver Universal 
Access 










II 




Click the Mouse 
icon to open the 


Hardware 

6 


n 


O 


m 




A ' 


y 


Mouse Preferences 
pane, shown on 
the next page. 


ColorSync 


Displays 


Energy Saver 


Keyboard 


VMouseV 


Sound 


1 n # A A t’ 










IIIWI 


























Vde 






i 




Internet 

System 


Network 


QuickTime 


Sharing 

A 




i 




#' 

Classic 


Q] 

Date & Time 


(r) 

Software 

Update 


1 

Speech 


Startup Disk 


X 

Users 

1 

1 
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Shown below is the Mouse preferences pane. It has two settings labeled “Track- 
ing Speed” and “Double-Click Speed.” First let’s adjust the “Tracking Speed” of 
the mouse you are using. 




Tip: Click the 
'Show Air button 
when you want 
to return to the 
System Preferences 
main window. 



If you move the Tracking Speed slider to a “Fast” setting, it doesn’t mean the 
mouse actually moves any faster — it means you don’t have to move the mouse 
so far across the mouse pad to make the pointer travel across the screen. 

Try it: Move the “Tracking Speed” slider toward the “Very Slow” setting 
and see how far you have to move your hand and the mouse to make the 
pointer move across the screen. Then move the slider toward the “Fast” 
setting and see how the pointer moves. I set my tracking speed on “Fast,” 
but many designers and illustrators like to set their speed to “Slow” so they 
have more control in the painting programs, moving the mouse dot by dot. 

You can also change the Double-Click Speed of the mouse. If you choose the 
“Very Slow” setting, your iMac may interpret two separate clicks as a double-click 
(if you make the second click too soon after the first). After moving the slider to 
a setting, double-click in the middle of any word in the text field (circled, above) 
to test the effect of your setting — a proper double-click will highlight the word 
you double-click on. 



To put the Mouse preferences away, single-click the red Close button in the 
upper-left comer (just like you put away windows, right?). The settings you made 
will now be in effect everywhere on your iMac. 
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Another useful tip 

You can put files or folders in the Toolbar that you use often so you can open them 
easily. Any item you put in a Toolbar will appear in every window’s Toolbar, giving 
you access to it at all times. 

To place an item in the Toolbar: 

Press on a folder or file that you want to put in the Toolbar, then drag it to the 
Toolbar and let go. 

Try it: Drag the Documents 
folder to the Toolbar. Now, 
from any Finder window, 
click on the Documents icon 
in the Toolbar to open the 
Documents folder. 



S Q O ^^lobln __ _ O 



lack Vt«w 


i 9 4 ? ♦ 

; Computer Home favoriles 




m 




0 


Desktop 




Library 


0 




0 


fKtufes 


UuSK 


NewProtea 


0 

Movies 


C3 

Sties 


0 

PubiK 



To remove an item from the Toolbar: 

Removing something from the Toolbar does not affect the original file! 

■ If the item is an existing Toolbar item or a "fancy” folder created 
by Mac OSX (like the Documents folder). Command-drag the item 
out of the Toolbar (hold down the Command key while you drag) and 
drop it on the Desktop. It will disappear in a puff of white smoke. 

■ If the item is a folder or file that you created, just drag it out of the 
Toolbar, drop it on the Desktop, and watch it disappear in a puff of smoke. 



,.epe 



robin 



Back View 


: m t ^ 

Computer Home ravortes 


A h 

AppBcanorts Oorum* 


m 


££l 


10 


Desktop 


Documents 


Library 




0 


0 


Pictures 


Music 


New Project 


m 

McmMi 


pi 

Sites 


0 

Public 




If your window view is not 
wide enough to show all the 
icons in the Toolbar, a small 
double arrow (shown circled) 
indicates there are more 
Toolbar icons available. 



Single-click the double arrow; 
If you widen the window, all the Toolbar from the pop-up list, choose a 
icons will be visible. Toolbar item. 
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Working at 

Your Dc Jktop 



By now you should feel pretty comfortable using the mouse and menus. In the sec- 
tion following this one, you’re going to open an application and write a letter, but 
first I want you to understand how to work at the Desktop. Lots of computer users 
know how to open an application and work in it, but don’t know how to manage 
the Desktop. In this chapter, we’re going to look at the important things the icons 
are telling you, what those icons are in the Toolbar, how to make new folders and 
put files in them, how to use keyboard shortcuts, how to throw away stuff you don’t 
want anymore, how to make copies of things, how to put a CD or DVD in and take 
it out, and how to shut down when you’re done for the day. Along the way you’ll 
leam lots of little tidbits about working on your computer. However, feel free to 
skip this chapter, go right into your application, and come back later when you 
realize you need to know this information! 



file: This is a generic 
term far anything on 
your computer. On 
the iMoc, every 
file is represented 
by an icon. Even a 
folder is technically 
a file. Applications, 
documents — everything 
you see on your iMac 
is a file. 



49 




3 ■ Working at Your Desktop 




Research 
A typical folder icon. 




Movies 



Some special folders 
have fancy graphics. 




TextEdit 



These are 
application icons. 



Icons 

One of the original features of the Macintosh that made it famous was its use of 
icons, or little pictures, to represent every file in the computer so you can just 
double-click to open a document, instead of having to dig up the file by typing 
in awful codes. 

Because all the visual stuff on an iMac screen can be so overwhelming, new users 
often don’t notice that icons provide very useful clues. 

The three most important icons you’ll work with are these: 

Folders 

Macintosh folders, whose icons look just like real manila folders, are as 
important to your organization on the computer as manila folders are to 
your organization in an office. You must learn how to make new ones, put 
files inside them, empty them out, rearrange them, throw them away, etc. 
We’ll do all that in a minute. For now, just look on your iMac and find the 
folders. (Open your hard disk window, if it isn’t already.) 

When you double-click a folder, the current window changes to show the 
contents of this folder, and the name in the window’s title bar changes to 
show the name of this folder. (The only other icons that open to windows 
on your Desktop are icons of disks, such as hard disks or CDs.) 

Applications 

Applications are the programs you will be working in to create your own 
documents. Their icons are typically “fancier” than anything else, and 
there’s no consistent pattern to them except they usually give a visual clue 
as to what they do. Take a look at the ones to the left. iMovie, for instance, 
is an application that creates movies from your digital video camera. 

When you double-click an application, the iMac opens the application 
and usually puts a blank application window on the screen for you to 
work in. 

(Some applications, such as AppleWorks, open up but don’t create a new 
and blank window for you until you first tell it what sort of document you 
want. After you choose, then you get a new, clean window to work in, as 
you’ll see in the next chapter.) 
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Documents 

When you work in an application and create a document, you save it 
onto your hard disk (see page 124). When you save it, the iMac creates 
a document file for you and gives it an icon. A document icon always 
has the upper-right comer turned down (as shown to the right). 

A document icon almost always matches the icon of the application it was 
created in. Take a look at the three icons to the right, and take a look at 
the three application icons on the bottom-left of the opposite page. Match 
each document to its application. 

When you double-clkk a document, the iMac finds the application you 
used to create the document, then opens that application and puts your 
document on the screen. 

Documents folder: Don’t confuse a document you created with the 
Documents folder on your hard disk. The Documents folder is meant to 
store documents you create (although you can store a document almost 
anywhere, in any folder, depending on how you want to organize your 
file storage). 



These are document 
icons. Notice the 
upper-right comers. 




1st draft 



; 

A Movie 
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You can customize 
your Toolbar to 
incltuie other took, 
or to exclude any of 
the default tools; 



The icons in the Finder window Toolbar 

Every Finder window has a Toolbar. The buttons and icons in the Toolbar make it 
easy to change window views, or to move to folders on your computer that you use 
most often. Following is a brief description of each of the Toolbar items. 





Back button: When you click a Toolbar icon to view its contents or when you 
double-click a folder in a window, the contents of the new folder replace what was 
already in the window. 

To go back to the contents you previously saw in this particular window, click 
the Back button. 



[gs^gwnD] 

View 



View buttons: Click one of these three buttons to change how the contents of the 
window are displayed. Icon View (left-most button) shows a window’s contents 
as icons. List View (center button) displays a list of file names. Column View 
(right-most button) changes the view to columns that show the organization of 
folders and files. 



1 Hide/Show Toolbar button: Click this button to Hide or Show the Toolbar. If the 

-| Toolbar is hidden when you double-click a folder, a new and s^arate window 

opens to show the folder’s contents (instead of replacing the existing contents). 




Here, the Toolbar is hidden. 
If you double-click any 
folder in this window, it will 
open to another window so 
you ’ll have two windows 
open on the screen. This 
makes it easier to move files 
from one folder to another. 
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Computer: The Computer window shows the icon of 
your hard disk and any other disks that are in your 
iMac, such as CDs or another computer that may be 
connected to your iMac over a network. Unless you are 
on a corporate network, this “Network” icon is useless 
to you. The disk icons you see in this window are the 
same ones you see on the right side of your screen. 

Home: When you first set up your iMac, you assigned 
a name and password for yourself to create a “user” 
account. Each user has her own “Home” window, 
with her own folders and files. Click the Home icon 
to show the contents of your Home window. Do not 
rename or remove any of the folders in this 
window! Every one of them will come in handy later. 
For instance, the “Public” folder is where you can put 
files you want to share with other users on your iMac; 
see pages 222-224 about other users. 

Favorites: “Favorites” can be folders, documents, web 
site addresses, or any other files that you want easy 
access to. To make an item a Favorite, drop it right 
on top of the Favorites icon in the Toolbar. Or select a 
folder or file, then from the File menu, choose “Add 
to Favorites.” Both of these methods put an “alias” 
(see pages 394-397) of that item in this folder. In the 
“Open” and “Save As” dialog boxes, every folder in this 
Favorites window will appear in the drop-down menu 
so you can easily find files to open and find folders to 
store documents into. 

Applications: This button displays the Mac OS X 
applications. Icons for some of these applications 
appear in the Dock, but there are many others in 
this folder. See Chapter 4 for an overview of every 
program, with references to tutorials for many of the 
applications. 
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Research 
Get used to working 
with folders! 



active window: 
The window that is in 
use at the moment 
You can always tell 
which window is active 
because it is the only 
one whose title bar is 
not grayed out Only 
one window can ever 
be active at a time, 
whether you are 
at the Desktop or in 
an application. 



Folders 

Folders are great. Folders are indispensable. Can you imagine having a large filing 
cabinet in your office and putting all the papers into that filing cabinet without 
using manila folders? What a mess! Yet that’s what some people do on their com- 
puters. Before we get into organizing things with folders, let’s get used to making, 
moving, and deleting them, as well as putting things inside. 

Follow these instructions carefully. 1 don’t want to you move or throw away 
anything important, so please follow along and don 't do anything I don ’t tell 
you to do. 

1. Make a new folder 

a. You can put a new folder directly onto the Desktop or into any existing 
folder/window. For right now, let’s put one in your “Macintosh HD” 
window. To do that, we need to make sure the hard disk window is open 
and is the active window, which is always the window on top; see Step b. 

b. So open your hard disk window by double-clicking on the hard disk icon 
(“Macintosh HD”). The window should look something like the one 
shown below. If you don’t see icons in your window, click the Icon View 
button in the Toolbar. 



1 


Title bar and Toolbar 
of an active window. 

^MKlntOSbHO O 




Title bar and Toolbar of a 
window that is not active. 
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The window on the left is the active window. You can tell by the brightly colored 
buttons in the title bar (shown above, left). The non-active window's buttons, title 
bar, and Ibolbar are gray like a ghost (shown above, right). 

All of the commands at the Desktop and in any application always 
apply to the active window. That is, if you choose the “Close Window” 
command from the File menu, it will close the active window; if you choose 
the “New Folder" command, the new folder will appear in the active window. 
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c. While this window is active, go to the File menu and choose “New Folder.” 
Instantly a new folder appears in the active window. You should see this: 

Here is your new, untitled folder. 

unUtkd folder 




d. Notice the new folder is named “untitled folder” and has a border 
around its name and the name is highlighted. This border and the 
highlight are visual clues that indicate you can type and replace the 
existing name. All you need to do is type. Really. Just put those fingers 
to the keyboard and rename this folder “Toss This Folder” so you know 
it’s practice. 

(If the folder doesn’t have a border around the name because you 
accidentally clicked somewhere else and the border disappeared, 
don’t worry, do this: Click directly on the name of the folder, not on 
the picture of the folder. Wait for the border to appear. Then type.) 

e. When you’ve finished renaming the folder, click anywhere outside 
of the folder or hit the Enter key; the border will disappear and the 
name will be set. 

If you decide you want to rename the folder, just click on the name, 
wait until the border and the highlight appear, then type. 

Here is the folder with its new name. 

Click anywhere (except on the folder itself) 
and the border will disappear. 

fross This folder 




untitled folder 

If you click anywhere 
else before you 
follow the directions 
in Step d, you will 
lose the border 
around the name! 

If so, click on the 
name once more 
to select it again. 
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2. Move the folder 



Make sure you don 7 
accidentally drop 
folders inside of other 
folders! To prevent 
that from happen- 
mg, don't let go of a 
folder you are drag- 
ging wheji the pointer 
is positioned over 
another folder. 

Tip: If you accidentally 
drop one folder inside 



Okay, so now you have a new folder in your hard disk window. Let’s move the 
folder icon into a more convenient location — into your Home window. Using 
Mac OS X, many people can use the same iMac and everyone has their own private 
space, including a Home window, a private Desktop, Trash basket. Documents 
folder, etc. The Home button you see in the Toolbar is the personal space that was 
created for you when you first set up your computer. 

a. To move a folder to your Home area, just press-and-drag: position the tip 
of the pointer on the folder itself , and hold the mouse button 
down, then drag the folder (still holding the button down) to the 
Home button in the Toolbar, as shown below 

b. When the Home button highlights (turns dark), let go of the mouse 
button. The new folder is now in your Home folder. 



of another, see page 
60 , "Take something 
out of a folder." 



The folder has a ghosted 
look as you drag it to the 
Home icon in the Toolbar. 
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To look in your Home window (shown below), single-click the “Home” icon. 
Notice the window’s title bar now contains the Home icon and the “User name” 
you assigned yourself during the initial setup of your computer. The window now 
shows the contents of your Home folder, including the folder you just made named 
“Toss This Folder.” (If you don’t see your folder, enlarge the window by dragging 
its bottom-right corner.) Within your Home window (or any window) you can 
press-and-drag any folder to any position. 




This is the Home folder, as you can tell by the name and the 
house icon in the title bar. Notice the new folder, “Toss This 
Folder,” is safely inside this window. 
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3. Put something into a folder 

You will be putting things inside of folders and taking them out constantly. 

Now let’s put something into a folder. 

a. First of all, make yourself a new folder so you’ll have two of them. 

Name the new folder “Toss This Too.” 

After you name the newest folder, click anywhere or hit Enter 
to set the name. 

Enlarge the window if necessary so you can see both new folders 
(“Toss This Folder” and “Toss This Too”). 

b. Now put one folder inside of the other folder: Drag the folder named 
“Toss This Too,” and drop it directly onto the folder named “Toss This 
Folder.” Remember, the tip of the pointer is the hot spot, so the tip of 
the pointer must be positioned directly over the folder “Toss This Folder.” 
The folder you are putting something into will “highlight,” or turn dark, 
when it is ready to take the item, as shown below. 

c. After you drop the file into the folder, open the folder “Toss This Folder” 
(double-click it) and see the other folder inside. 




Toss ThIs'FbWer' tos$ This TPPi 

The folder on the right is highlighted because I pressed my mouse 
on it. Then, still holding the mouse button down, I dragged that 
folder over to the folder on the left, indicated by the shadow. 

The left folder, “Toss This Folderf is also now highlighted, which 
means if / let go of the mouse button, the first folder will drop 
inside “Toss This Polder.” Notice where the tip of the pointer is 
located — on the left-hand folder. 



Tip: You can also drag 
an item into a window 
(which is, of course, 
on open folder) from 
another window or the 
Desktop, Just drag the 
item and drop it on 
any blank area in the 
window. 
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4. Duplicate a folder (or any Ale) 

You can make a duplicate of any file on your hard disk. Let’s duplicate one of the 
folders you just made to see how it works. 

a. Select the folder named “Toss This Too” (or any file you want to dupli- 
cate) by clicking once on it. 

b. From the File menu, choose “Duplicate.” This will duplicate any 
selected file. If the selected file is a folder, it will duplicate the entire 
contents of the folder. 

c. Drag the new, duplicated folder away from the original (but leave it in 
the same folder, ready for the next exercise). You’ll know which one is 
the duplicate because it has the word “copy” at the end of its name. 

The duplicate is sitting on top of the original file, so just drag one away 
to the side to separate them. 




Toss This Too copy 



The duplicate file is automatically named 
the same as the first one, but with the word 
''copy” added because you cannot put two files 
of the same name in the same folder, nor can 
you have two folders with the same name. 



d. If you’re following along with these exercises, click the “Back” button 
in the Toolbar in preparation for the next exercise. This should take you 
back to the Home window. 
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5. Take something out of a folder 

To take a file out of a folder on your iMac, you must first open its window. Consider 
this action just like taking a file out of a manila folder in your filing cabinet — first 
you have to find and open the folder. 

Use your practice folder for now (“Toss This Folder”); later, follow these directions 
for any file. 

a. Double-click the folder named “Toss This Folder” to open its window 
and display its contents. 

b. Simply drag the item you want out of the window and drop it onto the 
Desktop. 

Later, when necessary, you can drag any file out of a folder window and 
drop it on the Desktop, into another window (if another window is open), 
or on top of another folder to put the item inside that other folder. 




It 

This Too 



To move any file or folder from 07 te place to another, 
press-and-drag the file to another location. 
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This is an advanced trick — feel free to skip this until the day you need it. 



6. Copy a file to another folder (don't just move it) 

When you drag a file from one place to another, you move the original file. But 
sometimes you don’t want to move the original file — sometimes you want a copy 
of that same file in another folder. The technique below makes a copy of a file as 
you drag it from one place to another. This is essentially the same as making a 
duplicate (as described on the previous pages), but it’s a shortcut. 

a. Select the file you want to copy. If you’re continuing from Step 5, 
select “Toss This Too” which is probably on the Desktop. 

b. Hold down the Option key (on the bottom row of the keyboard, either side 
of the Spacebar). With the Option key held down, press-and-drag the 
selected file from one place to another (from a window to the Desktop, 
the Desktop to a window, or into another folder). 

As you drag, notice the pointer arrow now includes a “plus” sign. This 
is a visual clue that you are in the process of copying the selected file. 

When you’ve dragged the file to its destination, let go of the file and the 
Option key. 

c. Open the folder you dragged the file into and you’ll notice the new, copied 
file is named exactly the same as the original one, without “copy” at the 
end. You can change its name. 



You can surprise 
your Mac-user 
friends by knowing 
this trick — they 
might not know it! 
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Don ’t worry — 
on the next page 
I’ll show you how 
to throw away these 
extra folders. 



When you Option-drag a file, the iMac makes a copy 
of the file and the original stays right where it was. 
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The Trash basket and throwing things away 

You’ve surely noticed the Trash basket sitting in the right comer of your Dock. 
Looks like the kind of basket in which you throw things away, doesn’t it? It is. 




Which Trash is full and needs to be emptied? 



Throw something in the Trash 

1 . Just drag any item you don’t want (like one of those practice folders 
you made) down to the Trash. 

2. Make sure the tip of the pointer highlights the basket, then let go and the 
item will drop in. The icon changes to look like it’s got stuff in it. 



Empty the Trash 

1 . What you put in the Trash will stay there, even if you turn off your iMac, 
until you go to the Finder menu and choose “Empty Trash. . . .’’ 

2. When you choose “Empty Trash,” you will get a message asking if you 
really want to throw it away. If you do, click “OK.” 



Finder 



About the Finder 
Preferences... 




Services ► 

Hide Finder §§H 

Hide Others 
Show All 

You must empty the Trash before 
garbage will really go away. 



Empty Trash 




Tip: You can also press (don't 
click) on the Trash basket to 
pop up the "Empty Trash" 
command. Slide the pointer up 
to the command and let go. 
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Take something out of the Trash 

1. Single-click the Trash basket in the Dock; it opens to display a window. 

2. Drag the item out of the Trash window and drop it in your hard disk win- 
dow, in a folder, or on the Desktop. 



Use the menu or a keyboard shortcut to Trash an item 

/ explain keyboard shortcuts in detail on pages 66-67. 

1 . Single-click on the item you want to eliminate. 

2, From the File menu, choose “Move to Trash.” 

Or use the keyboard shortcut that you see in the menu; Those two 
symbols for the “Move to Trash” command indicate the Command key 
and the Delete key. So do this; While the file is selected, hold down the 
Command key and tap the Delete key once. The file will instantly move 
to the Trash. 
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If you 're following 
along with these 
exercises, you might 
want to skip this one 
for now and come 
back to it when you 
actually need to do 
it, which might not 
be for a while. 



When you select a 
folder, you select 
every item inside the 
folder as well. 



Select more than one item or folder in Icon View 

This technique explains how to move, duplicate, or throw away more than one 
item at a time. To do that, you need to select more than one at a time. 

1. To select more than one item in Icon View, hold down the Shift key or 
the Command key (the Command key is the one with the apple on it). 
Each item you select with the Shift or Command key down will be added 
to the selection. (This is 2i Shift-click or Command-click.) 

To deselect one of the items in the selected group, hold the Shift key 
down (or the Command key) and click on it. You see, the Shift key or 
Command key will do whatever it needs to — it will add an item to the 
group, or it will remove an item from the group. Try it. 

2. Now to move the entire group of selected Ales, 

let go of the Shift key, 

press on any one of the selected items, 

and drag away. 

All of the selected items will come along with the one 
you are actually dragging. 

Drop the selected files onto the Desktop, into another window, in the 
Trash, or on a folder. Remember, it is the tip of the pointer that’s the 
boss — all of the selected items will drop wherever you position the 
tip of the pointer and let go. 
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V/hen your window is in Icon View, you can Shift-click or Command-click 
to select more than one item. Just make sure before you drag that you 
let go of the Shift key and drag a highlighted item. 

And remember, the files will move to tvherever the tip of the pointer is 
when you let go. 
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Select more than one item or folder in List View 

When selecting more than one item in a List View, Shift-click and Command- 
click have different effects. 



To select contiguous items (items that are next to each other) in a 
List View, hold down the Shift key as you click on multiple items. 
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Click once (don't press) on the 
first item you want to select. 
Move your mouse down to the 
last item you want to select 
and Shift-click on it (hold down 
the Shift key and click). The first 
and last items and all items 
between them in the list are 
instantly selected. 



To select non-contiguous items (items that are not next to each other) 
in a List View, hold down the Command key as you click on items 
throughout the list. 
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Command-click lets you select 
individual files that are not 
next to each other. In a List 
View, they don t even have to 
be in the same folder. 



Note: In Column View, you can select multiple items as in List View, but only in 
one column at a time. 



65 




3 > Working at Your Desktop 



Spacebar: 

The Spacebar is not a 
modifier key because 
it does something (it 
makes spaces between 
words). The Spacebar 
is the long, blank key 
at the very bottom of 
the keyboard. 



+ add 
- subtract 
* multiply 
/ divide 
Use these keys as 
math operators. 
Most of the time 
you can use either 
the symbol on the 
keypad or the one 
on the keyboard. 



Keyboard shortcuts 

The iMac lets you do a lot of things using the keyboard without having to pick up 
the mouse. These are called keyboard shortcuts. Once you get used to using 
keyboard shortcuts, you’ll start looking for them. 

Modifier keys 

Keyboard shortcuts always use “modifier keys,” which are those keys that don’t 
do anything when you press them by themselves. For instance, the Shift key is a 
modifier key — if you press it, nothing happens. Something only happens when 
you press the Shift key in combination with another key, as you do when you want 
to make capital letters. Each modifier key is represented in the menu by a symbol, 
shown to the left of the explanations below. The modifier keys are: 

Shift key, labeled “shift” on your keyboard. 

Option key, labeled “option” on your keyboard. 

gg Command key, which has the ^ple on it, plus the symbol that looks 
like a freeway interchange. (This is sometimes, not often, and don’t 
you do it, referred to as the “Apple key.” To a Mac user, calling the 
Command key the “Apple key” is like calling San Francisco “Frisco” 
to a native Californian. Gag me.) 

w Control key, labeled “control.” Don’t get the Control key mixed up 
with the Command key! Take a look at your keyboard and make sure 
you know which is which. 

F3 Fkeys are those keys across the very top of the keyboard, the ones 
labeled from FI through F15. You might see them in some keyboard 
shortcuts. 

esc Escape key is at the very top-left of your keyboard. You won’t need it 
very often. 

See the opposite page for instructions on how to use keyboard shortcuts. Once you 
start using them, you’ll feel good and you’ll get things done more efficiently. 

Numeric keypad 

You have numerals across the top of the keyboard, and you also have a numeric 
keypad at the right end of the keyboard. Sometimes in a keyboard shortcut it 
makes a difference which ones you use: If the numeric keypad doesn’t work, try 
the keyboard. 
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How to use shortcuts 

To use a shortcut, first look in the menu to see what it is. For instance, in the File 
menu (shown at right) you see the command “Open.” You also see an odd symbol 
combination next to “Open,” which is the shortcut you can use instead of using the 
mouse and going to the File menu. This Open shortcut is 3 § 0 . This means hold 
down the Command key and tap the letter key once (0 for open, not zero). 

Walk through the following exercises to learn how to use keyboard shortcuts, then 
look for them in your applications. 

Use a shortcut to open a folder 

1. Single-click on a folder to select it. 

2. Press Command 0 {hold down the Command key, then tap the letter 0). 

3. Can you close this window, using a keyboard shortcut? Try it: 

Take a look at the File menu and find the shortcut combination; 

click once on the Desktop to make the menu go away; 

click once in the open window to make sure the window is selected. 

Now use the keyboard shortcut to close that window. 




New Rnder Window XN 
New Folder 
Open 

Ciote Window- 

Show Info XI 

Duplicate XO 

Make Allas XL 

Show Original X8 

Add to Favorites XT 



Move to Trash , XO 



Eject XE 

Burn Disc... 

Find... XF 





AppUcations, 



A selected folder 
is highlighted, 
or dark, like this. 



Make a new folder 

1. Single-click in the window in which you want the new folder to appear. 
(You can only create new folders in open windows or directly on the 
Desktop. To select the Desktop, single-click on any empty space on the 
Desktop.) 

2. Take a peek at the File menu and see what the keyboard shortcut is 
to create a new folder. (Notice it’s Shift Command N, like N for New.) 
Then ignore the File menu. 

3. Hold down both the Shift and Command keys, then tap the N once. 

When you make a new folder, it is named 
''untitled folder.” The blue border around the 
folder name means that the name is currently 
selected. Replace "untitled folder” by typing a 

untitled folder name. 




Reminder: One of the 
rules on the iMac is to 
select first, then do 
it to it That is, if you 
want a new folder to 
appear inside of an 
open window, you must 
first select the open 
window. If you wont 
to open a folder, you 
must first select 
the folder. 
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T})e Media Eject key 
opens and closes the 
optical drive tray 
that holds your CDs 
and DVDs. 



Unmount: 

When a disk is working 
and the computer 
knows it is there, 
the disk is considered 
"mounted." Some 
disks must be 
"unmounted" before 
you can remove them 
(drag its icon to the 
Trash to unmount). 




The Dash icon turns 
into an "Eject” icon 
when you drag a 
disc to the Trash. 



Inserting and removing discs 

You will probably use CDs often. All major software you buy, including games, will 
arrive on a CD. Your iMac came with a number of CDs, and you’ll enjoy playing 
music CDs and creating your own music collection. If your iMac has a “Combo” 
drive you can play CDs, create your own CDs, and also play DVDs. If you have a 
“SuperDrive,” you can do all of \h 2 .\.,plus create your own DVDs. See Chapter 12 for 
information about creating your own CDs and DVDs. 

Insert a disc 

1. Open the drive tray by pressing the Media Eject key on the upper-right 
corner of the keyboard (shown circled, above left). If you have a smaller 
keyboard that doesn’t have a Media Eject key, hold down the F12 key 
until the tray opens. 

2. Put a disc (a CD or DVD) in the tray, shiny side down, label up. 

3. Press the Media Eject key to close the tray (or F12 on a smaller keyboard). 

4. If the disc you insert is a data CD (as opposed to music), the icon for 
the disc will appear on the Desktop (it might take several seconds). 

If the CD doesn’t open by itself to display its window, double-click the 
CD icon (it isn’t always a round icon). 

If the disc is an audio CD (music), ilbnes will automatically open to play 
the music tracks from the CD. See Chapter 18 for more about iThnes. 

If you insert a movie DVD, the DVD player will automatically start up and 
begin playing. If it’s a data DVD (a DVD disc for storing files), the disc’s 
icon will appear on the Desktop. 

Remove a disc 

1. To start with, close all the windows that belong to anything on the CD 
and quit all applications that you used from it. If an application 
on the disc is in use, you won’t be able to eject it. 

2. Press the Media Eject key to unmount the disc and open the tray. 

Or drag the disc to the Trash basket. Really. This will never remove any 
data from the disc. The Trash icon will change into an “Eject” icon, as 
shown to the left, and the tray will slide out so you can get the disc. 
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Play a music CD! 

You can play any music CD right on your iMac. 

1. Insert a music CD as you would any other CD (see opposite page) . 

2. iTYines, an application for playing music CDs, should open automatically. plays your music cos. 

If not, click once on the iTlines icon in the Dock. 

If you have an active Internet connection, i1\ines automatically connects 
to a CD database online, collects all the names and information for the 
songs on your CD, and displays the song titles and other information in 
its window. Amazing. 

3. Click on the CD icon in the “Source pane" (circled, below) to see the 
music tracks (song titles) in the main window. Then double-click a track 
in the “Song” list. 

4. Use the controls just like you would the controls on your own CD player. 

You can close the player and continue working while your music plays. 

Or click the green Zoom button to reduce the player size, but keep it 
available on the screen. 




The iTunes application 




Close button 



Zoom button. 



Cx.lt 

CUpMd rimr 4:0i 



(Tunes 






2 ^ Oirwm Pefficto 

1 ^On Your Shore 

4 9 Storms In A/tica 

$ 4f Exile 

6 ¥ Mrss Clare Remembers 

7 Orinoco now 

8 ^ Evening Falls 

9 fF Rtver 

10 ¥ The Longships 

11 «|F Na Laetha Ceal Molgc 

12 Storms In Africa 



Double-click any song to play it. 
The CD will continue playing the 
next song in the list. 



Click the music CD icon to show the CD's song list. 



iUines can do much more than just play music CDs. It can copy songs from a CD 
and convert them to other formats for use on the computer. It lets you organize your 
music files into “Playlists” to create your own customized CDs. iTlines can connect 
to dozens of Internet radio stations. It contains an equalizer to control the audio, 
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and you can even watch a dazzling, live, visual-effects show that’s synchronized 
with the music. Learn lots more about iThnes in Chapter 18. 

Volume 

You can use your keyboard to make the sound louder or softer. The sound keys are 
across the top of the numeric keypad on the far right of your keyboard, the keys 
with the speaker symbols. The first key makes the sound softer, the second key 
makes it louder, and the third key mutes the sound. 

Headphones and speakers 

You can plug headphones into the Headphones port on the back of the iMac so 
you won’t bother anyone else, or connect external speakers for better sound. The 
Apple Pro Speakers designed especially for the iMac plug into a special port on the 
back of the computer, while other speakers might use a USB cable and plug into a 
USB port (see Chapter 25). 
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Put your computer to sleep 

Your iMac will probably fall asleep if you go away and leave it alone for a while. 
The screen (display) turns dark and the hard disk “spins down.” To wake it up, 
just tap any key at all on the keyboard, or click the mouse. 



You can control how long your iMac waits before it goes to sleep by using the 
Energy Saver preferences: 



1 . Click once on the System Preferences icon in the Dock, then click once on the 
Energy Saver icon (both shown to the right). You’ll see the panel below: 



Tip: Adjust the 
"Display sleep" slider 
to a short duration 
so the screen will go 
to sleep sooner. This 
will help prolong the 
life of your flat panel 
display. 



0 O tnerg y Save r O 



; Show All OitpUys Sound Nctwpofk Startup Otk 




Put systtm to sleep whenever It Is inactive for 



Iran 10 20 10 

SJ Separate timing for display sleep 


40 SO M M«v«f 


^ : . . . . ' 




S nun 10 20 JO 


40 SO M M«««r 


^ Separate uming for hard disk sleep 





I , . . 1 • . . , I Y . 

Snwi 10 JO 30 40 SO SO N«««f 



Sleep it a iow-peutcr mode. Waking up from sleep it fatter than retiartinp. 



^ aick the lock to prevent further changes. 



‘ / ‘ 

u a 

Sj^s/e//^ Prefermces 

Energy Saver 

Energy Saver 



2. Click the “Sleep” tab to make sure you see the Sleep pane. 

Set the top slider to how long you want the entire system (hard disk and 
screen display) to idle before it goes to sleep. 

To set separate settings for “display sleep” (the monitor) and “hard disk 
sleep,” click the checkboxes of the two bottom sliders, then adjust their 
settings. (Neither of these separate settings can be set to a longer time 
than the top slider.) 

The Power button is also a Sleep button 

To put the computer to sleep manually, press the Power button for one second on 
the back-left side of the base. If the Power button is hard to reach, use the “Sleep” 
command in the Apple menu, as shown to the right. (If you hold the Power button 
in for five seconds, it will turn off your iMac without saving your files.) 



□ 



About This Mac 




Get Mac OS X Software. . 


System Preferences. 
Dock 


► 


Location 


¥ 


Recent items 


> 


Force Quit. . 






Restart ^ 
Shut Down 




Log Out... 


OMQ 



To instantly put the 
computer to sleep, 
go to the Apple menu 
and choose “Sleep.” 
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Tip: If you prefer, you 
can leave your iMoc 
on for long periods 
of time. Moke sure 
the Energy Saver 
preferences ore set to 
your liking (see the 
previous page), then 
let the Energy Saver 
take core of putting 
your computer to 
sleep. 

To prolong the life of 
your flat-panel display, 
though, set the disloy 
to sleep when you're 
not at the computer. 
If the computer has 
been asleep a long 
time, it may take a 
little longer to woke 
than usual, but it will 
start faster than it 
would if the computer 
hod been turned off. 
(My iMoc has been 
on for a couple of 
months without 
a problem.) 



Shut Down 

when you have finished working on your computer for the day, you may want to 
shut down. Years ago, people said it was best to leave a computer on all the time, 
rather than turn it off and back on again, but today it’s unnecessary. You will 
outgrow your computer long before you will turn it on and off too many times. 

It’s a good habit to quit all of your applications before you shut down, although 
the iMac will quit them for you if you forget. I explain about opening and quitting 
applications in Chapter 4, but if you’ve been following along in this book, you 
don’t have any applications open at the moment. 

To shut down: 

Go to the Apple menu and choose “Shut Dovm.” Your iMac will safely 
shut down immediately (after making sure you have no unsaved 
documents still open). 

a 



About This Mac 




Get Mac OS X Software ... | 


System Preferences.. 
Dock 


► 


Location 


► 


Recent Items 


► 


Force Quit... 




Sleep 

Restart 




1 Log Out... 


038Q 1 



It's possible to turn off your iMac by pressing the Power button on the left-back 
side on the iMac base and holding it down for five seconds, but this method is more 
like pulling the plug — it doesn’t save any unsaved documents or go through the 
Quit process in any open applications. It just shuts off, so only use this technique 
if something has gone wrong and your iMac won’t turn off any other way. 




Power button on the base. 
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Power light on the 
monitor (display). 



ThingJ to Do 
with Ihur 

Mac 

four iMac is loaded with a number of software applications, which 
JLare programs you use to get work done, like write letters, pay bills, 
create flyers, and more. This section explains what those appli- 
cations are and what to do with them. I can’t give you a full tutorial 
on each separate item, but I can tell you what each one does so you 
can make decisions about which applications you want to ignore, 
and which ones you want to use and learn more about. And I’ll tell 
you where you can learn more when you’re ready. 

Many people buy an iMac so they can use the Internet. You’ll find 
all the Internet and World Wide Web information in the Internet 
section in Chapters 14 through 16. 





I thought it was a machine, then 
I realized it's actually a Muse." 



John Tollett, digital artist 




firjt; an 

OverView of 

Aff/icationJ 

Your iMac is filled with all sorts of programming, which is the code written by 
humans that makes the computer work. Different kinds of programming create 
different kinds of software, such as games, operating systems, utilities, and 
applications. Applications (which are often just called “programs”) are written 
specifically iot you to create things in, or to work productively in, as opposed to 
other programs that enable the computer to make things happen. 

Apple has provided you with many really great applications already installed on 
your computer. In this chapter, you’ll read brief explanations of what you have. 
Some of the applications have entire chapters devoted to them, so if any of these 
overviews interest you, read the appropriate chapter for tutorials on how to get 
started using that application. 
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Applications on your iMac 

There are many great applications already installed on your iMac. Below is a 
picture of the ^plications folder on iMacs that are running Mac OS X. To open this 
folder, single-click the “Applications” icon in the Toolbar, or go to the Go menu 
and choose “Applications^.’ 



Most of the smaller 
applications are 
described in the 
following pages. 
The more complex 
applications are 
discussed in the 
chapters indicated. 

iPhoto: 

See Chapter 17 for 
an iPhoto tutorial. 



If you don ’/ see the 
FAXstfXfolder 
(top gray arrow), 
it's because you 
haven 't installed it. 
Look for the 
‘TAXstfX Installer" in 
the Installers folder 
(bottom gray arrow). 




Chapter 20 



Chapter 15 
Chapter 21 
Chapter 20 
Chapter 18 
Chapter 24 



Chapter 13 

Chapters 5-10 
Chapter 11 
Chapter 23 
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Acrobat Reader 

Adobe Acrobat Reader isn’t an application you will be creating anything in; it’s 
an application you need to read and print documents that someone else wrote. 
Sometimes files, such as software manuals, are saved in a format called PDF (Por- 
table Document Format). This PDF file can be opened and read on any computer 
(Mac or otherwise), and the pages are fully formatted just as they would look in 
a printed book. You can choose to read on the screen just the parts of the manual 
you need, or you can print up individual pages or the entire document. 




This is the Reader. 
It’s free so everyone 
can read Acrobat 
files. 



Acrobat Reader menu and toolbar 




Instruction Manual 



C21tri Saftif lac. 



^ I 


^^obat Reader ^ 


le Edit Document View 


Window Help 




m \(< 




0fis8* D D3i[3§ 



Click here 
to print. 



Click here to 
turn pages. 



Otto Matic (English).pdf 



The Thumbnail pane lets you navigate directly 
to any page of a multiple-page PDF documetit. 



Tip: Hover your mouse 
over any item in the 
toolbar to reveal a 
description of the 
tool's function. 




Otto Matic (English).pdf 
This is an example of 
a 'PDF f an Acrobat 
file, that you can 
read with the Acrobat 
Readei'. Just double- 
click this icon to open 
the document in the 
Reader, as shown on 
the left. 



Address Book 

The Address Book works with the Mail application (as well as an independent 
application) to create Address Cards that store contact information for individuals 
or groups. See Chapter 20 for the Address Book and Mail tutorials. 
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AppleWorks 

^pleWorks is one of the main software applications on your iMac. It’s called an 
“integrated software package” because it contains a variety of applications rolled 
into one. Each one of the next six applications listed here is actually one module 
of AppleWorks. Because AppleWorks is so useful, I’ve provided a separate tutorial 
for each of the modules (see Chapters 5 through 10). But you can read through 
this information first and decide which modules might be the most practical (or 
fun) to learn to use. 



Word Processing 



Word processing 

A word processor is the most basic and useful application on any computer — it’s a 
really fancy typewriter. Even the simplest word processor today is more powerful and 
easier to use than any professional typewriter or typesetting machine in history. 

Use a word processor to write letters, reports, manuscripts, memos, simple news- 
letters, and anything else you would have used a typewriter for. See Chapter 5 to 
learn how to create a word processing document and format your text. 




Database 



Database 

A database is like an address book or a recipe box, but you can find and use infor- 
mation much more quickly and powerfully in a computerized database than you 
can in a paper address book. Let’s say you make a contact list in your database 
that includes checkboxes for whether people are family members, whether you 
sent them holiday cards, and whether they work at your company or not. And you 
also create places (called “fields”) where you can type in birthdates, anniversaries, 
and the names of their children. 



data: This simply In a paper address book with the same data, you would have to flip through all the 

means “information" p^ggj jg people who have birthdays in October. Using your database, you 

can click a button to see a list of all the people who have birthdays in October. In 
fact, you can click a button to find all the people who have birthdays in October 
who also work at your company, live in the neighboring town, and have a child 
named Ryan. 

A database is surprisingly easy to create and work with. Use a database to make 
address books with mailing lists, keep track of business contacts, membership 
rosters and dues, household or business inventory, or customer information. I 
guarantee that once you start working with a database you’ll find more and more 
reasons to use it, and you’ll be delighted with how easy it is. See Chapter 6 for a 
quick and easy tutorial on putting together a simple database. 
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Spreadsheet 

A spreadsheet is mostly used for number-crunching and “what-if ’ scenarios. For 
instance, you can create a spreadsheet that works out mortgage payments, then 
change specific data (information) to see what happens if the interest rate goes up 
or down, if you pay it off in 20 years instead of 30, or if you apply a bigger down 
payment. You change the data and the spreadsheet instantly and automatically 
recalculates everything for you. 

You can also enter text in spreadsheets, not just numbers. For instance, you can 
set up an invoice for your small business that includes your logo, address, contact 
information, etc., plus an itemized list of your products or services. When you enter 
the quantity of each item sold, the spreadsheet calculates the total cost, including 
the appropriate tax, exactly the way you need it for your particular invoice. 

You can tell a spreadsheet to look something up. For instance, if you offer a 
discount on certain quantities, the spreadsheet can look up the correct discount 
for the number of items you enter, then £q>ply the discount to the total. Of course, 
the spreadsheet does this “automatically” after you have set it up. 

You can produce all sorts of charts and graphs out of your data. You create the 
spreadsheet and fill in the data, then click a few buttons and make a variety of 
visual representations out of all the data or just selected parts of it. 

Even if you don’t love numbers, there are lots of things you can do with a spread- 
sheet. In addition to simple and complex invoices, use a spreadsheet to create 
school grading sheets that automatically calculate grades, percentages, and graphs 
of results; make proposals for clients that display how the variables affect the final 
estimate; create charts that compare price quotes, etc. 

Another great use of a spreadsheet is to make forms, forms of all sorts, even if 
you never use a number. It’s the easiest program in which to make lines, boxes, 
columns, borders, etc., and you can color in rows, columns, or boxes easily. You 
can format the text larger, smaller, or use different typefaces. See Chapter 7 for a 
short tutorial on how to use a spreadsheet. 




Spreadsheet 



enter: Another 
computer jargon term; 
this one basically 
means "type," 
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Painting 



Painting 

A paint program lets you “paint" right on the screen. You get to choose from a 
variety of tools, such as various paintbrushes, pens, a pencil, airbrush, and others. 
You choose the colors or patterns to paint with and the thickness of the stroke or 
the style of brush. You can even “pour” paint right from the “can” into a shape, 
and erase your mistakes. It’s too much fun. 

Use a paint program to decorate holiday cards, make birthday invitations, enter- 
tain your grandchildren, illustrate a story, or anything you would use a paintbrush 
for in the first place. Don’t worry if you don’t consider yourself an “artist” — ^you’ll 
be amazed at what you can do on a computer when you have the power to revise on 
a whim. See Chapter 8 for an unintimidating exercise in using a paint program. 




Drawing 



Drawing 

A draw program is similar to a paint program in that you are creating artwork of 
some sort, but a draw program works with hard-edged “objects” instead of with 
paintbrushes and airbrushes. In a paint program, once you use a brush to paint 
a color, that’s the size and the color it is unless you paint directly over it, just as 
if you painted it on a wall at home. In a draw program, however, after you draw 
a shape you can change your mind a million times and replace the color or pat- 
tern inside the shape, replace the thickness and color of the border surrounding 
the shape, and even re-form the shape. You can put shapes in front or in back of 
each other, and then change the order of the various layers. Rather than painting 
on a wall, a draw program is more like cutting shapes out of paper and layering 
them one on top of another. 

You can also use text in a draw program and it looks just as good as if you did it 
in a word processor, plus you can edit (change) it later, just like you can in a word 
processor. (You can use text in the paint program, but it doesn’t look very good 
when you print it. The only way to change the text is to erase it and type it over 
again.) See Chapter 9 for a silly exercise in using a draw program. 



Paint vs. draw 

So a paint program gives you the flexibility to throw paint around in a very free- 
form way, and a draw program gives you more flexibility in changing everything, 
including the size of the finished piece. Walk through the simple tutorials in 
Chapter 8 (paint) and Chapter 9 (draw) and you’ll soon see the difference, and 
then you can make your own decision about which is the best application to use 
for a particular project. 
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Presentation 

This module makes it easy and fun to create professional-looking slide show 
presentations. Make slide shows for your family and friends, for school, or for work. 
Then present the slide shows on a computer or print them onto transparencies so 
you can display them on an overhead projector. If you make your presentation 
on a computer, you can include movies, sounds, and visual transitions between 
slides. To aid you in giving your presentation, print a copy of the slide show and 
include notes to yourself. 

A note about AppleWorks 

Besides providing so many different applications in one pack^e, ^pleWorks makes 
it so easy to integrate the various elements. For instance, you can write a let- 
ter in the word processor that prints out with different names and addresses on 
each page, the names and addresses coming from your database. You can create 
a memo for your boss in the word processor with a spreadsheet pie chart directly 
on the memo. You can create a spreadsheet form and draw your own logo at the 
top of it using the draw program. Oh, there’s so much to do. 

All of the applications I’ve described (word processing, database, spreadsheet, 
painting, drawing, and presentation) are rolled into the one application called 
AppleWorks on your iMac. However, you can buy a single application that is nothing 
but a very powerful word processor, and you can buy a single application that is 
nothing but a database, spreadsheet, a paint or draw program, or a presentation 
program. Each individual application, of course, is much more powerful than 
the one in AppleWorks, but even though the ones you have on your iMac may 
not be quite as powerful as the “dedicated” programs (dedicated to one func- 
tion), AppleWorks will take you a very long way. When you get to a point where 
you want more than the applications in AppleWorks can give you, invest in the 
next level up. You will be able to take all of your data from AppleWorks and put it 
in the new ^plication. For now, I think you’ll probably be happy for a long while 
with what you have. 

AppleWorks provides various templates to keep track of things like collections, 
family and friends, medical records, and all your music tapes, CDs, and videos, as 
well as a file to help you plan and keep track of a party or wedding. Also available 
are templates to track investments, analyze mor^ages, budget events, maintain 
gradebooks, and much more. 

The templates are in a “Templates” folder: In the AppleWorks 6 folder, open the 
Starting Points folder, then open the Templates folder. 




Presentation 



Tip: When you're ready, 
go to the Apple web 
site for lots of tips, 
techniques, templates, 
tutoriab, free stuff, 
and other resources 
for AppleWorks. It's 
a wonderful gift. 

WWW. apple.com/appleworks 



template: A file 
that is designed and 
formatted already and 
is waiting for you to 
customize it to suit 
your own needs. 
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Script Editor Script Runner 



AppleScript 

An AppleScript is an advanced feature that is a series of commands written in the 
^pleScript language that tells your Mac to do something for you. ^pleScripts can 
perform repetitive tasks for you, such as change all of your .tiff file names to .tif, or 
number all of the items in a folder. Or let’s say you get lots of files from PC users 
who name files with all caps and it makes you crazy — you can write a script that 
will change all of the file names to lowercase. Once you write the script (or find it, 
like in your “Example Scripts” folder), you can run it anytime. 

To get help specific for AppleScript, open the Script Editor and then go to the Help 
menu. To learn how to write AppleScripts, go to ^ple’s site and use their tutorial 
(www.apple.com/applescripts). Or if you want detailed information, check 
oaiAppl^cript for ^plications: Visual QuickStart Guide by Ethan Wilde. 




iLDLJljJU 



Calculator 

The Calculator is a handy little device for making basic mathematical calcula- 
tions. The asterisk If) is the multiplication symbol, and the slash (/) is the division 
symbol. Use the numeric keypad on the right side of your keyboard to enter data, 
or use the mouse to click on the Calculator’s numeric keys. 

You can copy and paste numbers into the Calculator from another application, 
or copy a number from the Calculator and paste it into another program. Read 
about the “copy and paste” technique on p^e 122. 

For a more robust Calculator that even gives you a printable tape, see PCalc on 
page 95. 
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Chess 

Chess is an electronic chess game between you and the computer. Or you can watch 
the computer play against itself. You can choose to play on a three-dimensional or 
two-dimensional board. To get details on how to play, double-click the Chess icon 
to open the game, then go to the Help menu and choose “Chess Help.” 




Clock 

If you want to display a clock in the Dock or as a floating window on your Desktop, 
use the Clock application. Double-click the Clock icon to open it, then from the 
Clock menu, choose “Preferences. . .” so you can customize its appearance and 
behavior. You can choose to display an analog or digital clock, as shown below, 
with some variations in the digital version. If you display the clock in a floating 
window, you can adjust its transparency. Even if you choose to see the clock as a 
floating window, it will still appear in your Dock. 




e 



Clock Preferences 



Clock: O Analog 



O Show second hand 
0 Digital i 



Q Flash the time separators 
Q Use 24 hour format 



Display: 0 in the Dock 

0 in a floating window 
Transparency 



Move the ''Transparency'' slider to the left 
to make the clock more transparent. 





3:18- 



25 



Keep In Dock 
Show in Finder 




To remove the Clock 
from your Desktop 
and Dock, press on 
the Clock icon in 
the Dock, then drag 
the pointer up to 
"Quit" and let go. 
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DVD Player 

The DVD Player plays DVD (Digital Versatile Disc) movies on your computer. The 
Player includes a Viewer (a window in which a movie plays) and a Controller (the 
device that lets you control the video and audio). 

To play a DVD, insert a DVD into your computer’s CD/DVD drive, press the Media 
Eject key (upper-left on your keyboard) to open the tray. Insert the DVD, label-side 
up, then press the Media Eject key to close the tray, and the Player will automatically 
open. You’ll see something like the example below. 




prdttyvomoo 



«hslanh‘no{>le 



viewer 



^UrlRatz Video Studio^e 






Zgiwio 



(oidwMMlnlt 



The DVD Player plays commercial DVDs and home-movie DVDs, 
such as this one created with Apple’s iDVD 2 softtvare. 



Note: Only iMacs that have a Combo Drive or a SuperDrive can play DVDs. If a 
drive can “read” a disc, that means it can play it (as a movie) or that you can see 
the information stored on it. If a drive can “write” a disc, that means you create 
your own disc by storing (burning) information or movies on it yourself. 

CD-RW drive: Cannot read or write D\T)s. 

Combo Drive: Can read DVDs. 

SuperDrive: Can read and write DVTJs. 

Every one of the new iMacs with the flat-panel displays can read and write CDs. 
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You can use the Controller in either a horizontal or vertical position: 

From the Controls menu, choose “Controller Type,” 
then choose “Horizontal” or “Vertical.” 




Play/Pause 

Stop 



Click to return 
to main menu. 



Click to return to main 
title (on some DVDs), 



Click on these 
arrows to navigate 
DVD menus and 
make selections. 





Click to go to Previous 
or Next Chapter. 


Ipd 









Press the buttons circled above to 
forward or reverse the DVD. 

To set the default speed at which the 
DVD fast forwards or reverses, go to 
the Controls menu in the menu bar 
across the top of the screen: From 
Controls, choose ''Scan Rate,” then 
choose 2x, 4x, or 8x. 



While a DVD movie is playing, you can hide or show the Controller: 

Move your mouse all the way to the top of the screen until it bumps into 
the top edge. The DVD Player menu bar will appear. From the Window 
menu, choose “Hide Controller” or “Show Controller.” 

For more details about the Controller, please see the following page. 
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Click the small bumps near the edge of the Controller to reveal a number of 

additional controls, as shown below. 




Click these "bumps" to 
display additional controls 



Slow motion 



Return 



Subtitle 



Alternate camera angles 



Step frame-by-frame 




Tip: Hover the pointer 
over a button and a 
"help tag" appears to 
tell you the name of 
the control. 



Slow motion: Click to cycle through slow (V2 speed), slower (V4 speed), and 
slowest (Vs speed). Click the “Play" button to resume normal playback speed, 
or tap the Spacebar. 

Step frame-by-frame: Click to advance the playback one frame at a time. 

Click the “Play” button to resume normal playback, or tap the Spacebar. 

Return: Click to return to a previous DVD menu. The DVD that you play may 
have a different function applied to this button, or none at all. 

Subtitle: Click to turn subtitles on or off. Language settings for subtitles can 
usually be set in the DVD movie’s menu or in the Preferences, as explained on 
the following page. 

Audio: Some DVD videos (not all) include additional audio tracks, such as 
director’s comments, that you can select with this button. You can also use this 
button to switch to alternate languages. 

Angle: Some DVDs have alternate scenes that were filmed from different angles. 
If so, the “Angle” button lets you select these alternate angles. 
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You can customize some of the Player and 
Disc settings. From the DVD application menu, 
choose “Preferences. . . The Player pane 
and the Disc pane show the options available. 

The options in Full Screen Mode are self- 
explanatory. 

In the Windows section, check “Display 
Controller Help Tags” to turn on the feature 
that makes descriptive names pop-up when 
you hold your mouse over a button or icon, 
as shown on the opposite page. 

Check “Display Status Window” to show 
which commands you’ve chosen, such as 
“Stop,” “Pause,” or “Chapter 3 ” They will 
display in the upper-left comer of the Viewer. 







Full Screen Mode - _ - 




Default Viewer Size Maximum Size i 




E3 Enable Viewer Resizing In Full Screen 






S Hide Controller If Inaaive For jioj Seconds | 


i 






r 




0 Display Controller Help Tags 


1 1 




I i 

i i 




@ Display Status Window 


i i 




Text Color 

Info Window Type [ Wide | \ 


1 \ 




- 


’ i 





( Cancel ^ OK ^ 



The Disc pane is rather self-explanatory: 

Under Default Language Settings, 

set your language preferences. If you turn on 
“Subtitle,” and the subtitles don’t appear, click 
the “Subtitle” button, one of the additional 
controls hidden in the Controller, as shown 
on the previous page. 

In the Features section, check “Enable 
DVD@ccess Web Links” to activate an 
advanced feature that lets some DVDs display 
“hot spot” links that connect to web sites, 
right in a movie. 




1DVD2 

If your iMac has a SuperDrive (a CD/DVD drive that can write DVDs), you can use 
iDVD 2 to author original DVDs using your edited iMovies as content. For instmc- 
tions, open iDVD 2, then from the Help menu, choose “iDVD Help.” Or, for complete 
details, get the book The Little iDVD Book, by Bob Levitus. 
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Note: iPhoto now 
does just about 
everything Image 
Capture does — a7id 
does it better. If you 
have iPhoto, you 
might want to skip 
Image Cature. 
See Chapter 17. 



Image Capture 

Image Capture transfers {downloads) images from most digital cameras to your 
computer. You can choose to download all photos in the camera, or just selected 
photos. Image Capture can build preview sheets in different size formats so you can 
print them on your printer, and it can build a web page that you can publish on 
the World Wide Web. Image Capture can also download video clips and MP3 audio 
files from your camera (if the camera can create those types of files). 

Application settings 

Read this before you connect your earner al When you connect your camera 
to the iMac with the USB cable and then turn on the camera. Image Capture auto- 
matically downloads your images from the camera to the “Pictures” folder on your 
iMac. Because Image Capture settings determine what happens during this process, 
you should open Image Capture and select your settings before you connect your 
camera to the computer for the first time! After customizing the settings, you won’t 
need to manually open Image Capture the next time you download images. 



To open Image Capture and change the settings, double-click the “Image Capture” 
icon (it’s in your Applications folder). 



Hot Plug Action: 

Select the application 
you want to use to 
open images when a 
camera is connected. 
IPs easiest to use 
the default settmg 
of ‘Image Capture 
Application!’ 




Image Capture 



Download To: Pictures, Movies, and Music folders ^ 

Automatic Task: Format 3x5 ^ 

Octurs after downioading 



Hot Plug Action: Image Capture Application 



3 



ApphcatHon to open when a camera is connected 



No cameras are connected. You can set Image Capture options. 



Download To: From this pop-up menu, select a folder that you want your 
pictures stored in. The option “Pictures, Movies, and Music folders” means 
Image Capture will put the pictures from your camera in the Pictures folder; 
if you have movies on the same camera, those will go in the Movies folder; 
and any MP3 files on the camera will end up in the Music folder. 



88 




4 ■ First, an Overview of Applications 



Build Web Page: Choose this option from the 
“Automatic Task” menu and Image Capture will 
automatically build a web site with a home page of 
“thumbnail” versions of your photos, plus a separate 
web page for each full-sized photo. The page design 
is stark, but it works. If you’re familiar with web 
design and HTML, you can open the files and make 
changes, or at least change the names beneath the 
photos. (All the photos and web pages are put in the 
Pictures folder, in a folder named “Index.”) 




To avoid building a web page with a photo that needs 
to be rotated, as shown here, see “Automatically 
download all items" on the next page. 



Format: Choose one of the “Format” options (3x5, 
4x6, 5x7, or 8 X 10) to automatically create image pre- 
view pages that open in Internet Explorer for viewing 
and/or printing. 

In this example. Image Capture created three HTML pages 
(each HTML page is a web page): 3 3xSindex02.html 

3 3x5index01.html 
3 3x5 tlps.html 




TWo of these HTML pages show the eight photos that were 
downloaded from the camera (four per page), and they 
are in a format that will print on most printers. The third 
page (“3x5 tips.html”) is not for printing or viewing on the Internet — it’s for you 
to read because it contains tips for printing the other HTML pages. 



The photo preview pages open automatically in your Internet Explorer browser as 
soon as Image Capture creates them. To open the pages again later, double-click 
the HTML file icons (you’ll find them in your “Sites” folder). 
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Now you should set the Image Capture Preferences. The “Download Options” 
and “View Options” directly affect how the camera downloads your photos. To open 
the preferences, go to the Image Capture menu and choose “Preferences. ...” 

Click the “Download Options” tab (if it isn’t already showing). 

Delete items from camera after down- 
loading: This erases all items from the camera’s 
storage as soon as they are transferred to your iMac. 
Uncheck this option if you want to keep the current 
images on the camera. 

Create custom icons: Creates an icon for 
each image that looks like the photo, rather than 
a generic icon. 

Add item info to Finder file comments: 

Adds information about a photo to the Comments 
section of the photo’s Show Info window (as explained 
on page 392 ), such as size measurements and image resolution. 

Embed ColorSync profile: This is generally of interest only to profes- 
sional photographers. To attach “color profile” information to an image file 
for color management, choose a profile from the “Profile” pop-up menu. Color 
management strives to accurately capture, display, and output color by using 
standard color protocols. Located in System Preferences, Apple’s ColorSync lets 
you set profiles for Input, Display, Output, and Proof devices. 

Automatically download all items: This downloads items from the 
camera without giving you a chance to preview them. If you want to preview 
items so you can delete or rotate some images before downloading them, 
Mwcheck this box. I prefer to uncheck this option so I can see an immediate 
preview window of the images, then select and download only the images that 
look good. See the following page for more details. 

Set camera’s date & time: If you set the date and time in your camera 
before you took the photos, the date and time will be shown in the camera 
preview window. See the following pages. 



Ttp: When you 
download photos from 
your camera, keep the 
camera plugged into 
its AC adapter so you'll 
have plenty of power 
for the download and 
won't use up all the 
battery juice. 



, eoG 



Image Capture Preferences 



View Options 



Download Options 

These actions occur when items are doemloadcd from the camera. 
^ Delete items from camera after downloading 
Create custom icons 

O Add item info to Finder file comments 
Q Embed ColorSync profile 

Profile; Generic RGB Profile 

Connection Options 

These actions occur when a camera Is connected. 

^ Automatically download all Items 
0 Sec camera's date & time 
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The View Options pane has settings for an “Icon View” and a “List View” — these 
settings do not apply to the regular Finder window, but to a special camera preview 
window, as explained below. 

In the “Download Options” pane (as described on the previous page), you could 
choose to have the camera “Automatically download all items.” If you did not 
choose this, when you plug in your camera to the iMac a window opens that lets 
you choose to either “Download Some. . .” or “Download All” of the images in 
the camera. 

If you chose Download Some..., a camera preview window opens in which you can 
preview images in the camera before they’re downloaded, as shown on the following 
page. The window’s title bar will show the name of the attached camera. 

In the camera preview window (next page), click the “Icon View” or “List View” 
button. That special window is where you’ll see the effects of the View Options 
settings shown below. 



Icon View: Use the “Icon Size" 
slider to determine the size that 
an icon will appear in the camera 
preview window whe?i “Icon View" 
is active. 

List View: From the “Columns” 
list, choose which columns of 
information you want to see in 
the camera preview window when 
“List View" is selected. Also choose an 
“Icon Size" to display. 



eo 



Image Capture Preferences 



Download Option: 






Icon View: 



icon Size: 






icon Size: 



© O 
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1 
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^ Date 
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0 Height 
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0 Flash 
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These first two examples 
show the Icon View with 
two different icon sizes 
chosen. 
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These two examples show the List View with 
differeyit options selected. 




Single-click an image to select it, 
then use these butto?is to rotate 
the image or delete it. 
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iMovie 

If you have a digital video camera with a FireWire connection, with iMovie you 
can digitize and edit your movies, complete with sound tracks, transitions between 
scenes, special effects, and customized titles. See Chapter 21 for a detailed look 




Internet Connect 

Internet Connect is the program that will connect you to the Internet using the 
iMac’s internal modem. See Chapter 15 for more information. 




Installers 

The Installers folder contains two installers and a folder of Developer Tools. 
The AOL installer installs America Online. See Chapters 1 and l6 for 
information about AOL. 

The FAXstf X installer installs a program that will let you send and receive 
faxes right from your iMac. See Chapter 11 for FAXstf X instructions. 

The Developer Tools folder contains tools, documentation, and software 
for developers who want to create applications for Mac OS X. Ignore this 
folder (or throw it away) unless you plan to be a software developer. 



Insuil AOL for M«c OS X 




Developer Tools 



Internet Explorer 

To view web pages you need a program called a “browser.” Internet Explorer is 
the browser that came with your iMac. A browser tutorial is in Chapter l6. 




iPhoto 

iPhoto is a powerful application for organizing and sharing your digital photos. 
If iPhoto is not already on your iMac, you probably have an iPhoto CD; use this CD 
to install iPhoto, or download it from Apple’s web site. See Chapter 17. 




iTunes 

iTunes plays music CDs, converts songs from CDs to the popular MP3 format, plays 
Internet radio stations, organizes your song files into Playlists, and bums CDs of 
your Playlists. iTlines also creates a dazzling light show that pulsates with the beat 
of the music. See Chapter 18 for a wealth of information about iThnes. 




Mail 

Mail is an email program that sends and receives your email messages. There’s 
lots of information about Mail in Chapter 20. 
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Otto Matic 

Otto Matic is a fun, challenging, 3D game from Pangea Software — you play 
the part of Otto Matic, a fearless robot from 1957 whose quest is to save humans 
from abduction by evil aliens. Otto’s plan is to transport Earthlings to his rocket 
as he travels to strange and exotic planets. If you advance far enough into the 
game’s ten different levels, you eventually have to face the ultimate alien leader, 
the Great Brain from Planet X. But don’t worry, you have seven types of space-age 
weapons. 



On the way to Planet X you’ll visit Earth, Snoth, Knarr, Rennie, Sulak, Deniz, and 
Shebanek. 




Otto Matic (Engiish).pdf 



On Planet Earth, the first level of the game, you’ll have to deal with killer vegetables 
and an evil tractor. From there it gets stranger as you ski on toxic ooze and ride 
soap bubbles across lakes of slime. Good luck getting any more work done. 



Double-click this PDF 
file, located in the 
Imtructioyis folder, to 
learn the basics of how 
to play Otto Matic. 



Unless you’re an expert gamer obsessed with conquering Otto Matic by yourself, 
you’ll want to read the instructions. Inside the Otto Matic folder, open the “Instruc- 
tions” folder, then look for the PDF file in the language of your choice. 



Scroll through the Otto 
Matic manual using 
the scroller. Or click 
the Thumbnails tab 
and quickly move to 
any page by clicking 
on a thumbnail. 










Oro Matte i(not«ih).pdl 




OO 

A B c 






W: 



You can also access “The Otto Matic Strategy Guide” on the MacCentral.com web 
site at http://maccentral.macworld.eom/news/0202/ottomatic/index.php. 
The Strategy Guide provides maps of the different game levels, tips and tricks 
for making it through each level, and clues about obstacles and the twenty-five 
different alien species you’ll encounter along the way. 



94 





4 ■ First, an Overview of Applications 



PCalc2 

PCalc is a scientific calculator that has many more features than the regular 
Calculator (also in the Applications window), including automatic conversions 
of measures, volumes, weights, and temperatures. There’s a “tape” function that 
makes a list of your calculations, and lots of functions that only mathematicians 
and scientists will need. To open multiple calculators, use the “New” command 
in the File menu. 




Click the Tape buttoji to 
open the Tape window. 



To save a copy of 
the Tape, from the 
File menu, choose 
''Save Tape....'' It is 
saved as a text file 
that you can open 
m TextEdit. 



To convert a temperature from 
Fahrenheit to Centigrade (or 
vice versa), enter a number 
into PCalc using the numeric 
keypad (or click the digital 
keypad tvith your mouse). 
From the Functions meyiu, 
choose "Temperature',' then 
choose [F] to [C]. 
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From the Constants menu, which contains a list of numbers used often in math- 
ematical and scientific calculations, you can enter a complex number into PCalc 
automatically. You can edit the list to include any special numbers that you use 
often. My personal favorite is Ultimate Answer (according to the Douglas Adams 
book, The Hitchhiker's Guide to the Galaxy, the ultimate answer is “42”). 



Tips: To shrink the 
calculator down to 
just the LCD display, 
click the green Zoom 
button in the upper- 
left comer of PCalc, 
PCalc will still respond 
to the numeric keypad 
and to keyboard 
shortcuts. 

To see a list of 
keyboard shortcuts, 
from the Help menu, 
choose "PCalc Help." 

To make PCalc 
remember its 
contents when 
you quit, from the 
PCalc menu choose 
"Preferences...," then 
uncheck the option 
"Clear calculators at 
startup." 



Edit Constants... 
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Preview 

Preview is a little application that displays your photos and PDF files. You’ve 
probably already noticed that when you double-click on many photos and other 
images, they automatically open in Preview, as shown below. You can zoom in on 
an image (enlarge it) and zoom out. You can flip it vertically or horizontally and 
then save it in that new rotation. Just check the menus. 




Jane.Jpg 

This is the icon that indicates 
a file will automatically 
open in Preview when you 
double-click on it. 



©00 ■jane.jpg 




This is an open Preview window. 




Quicken Deluxe 

Quicken Deluxe is personal finance software for managing and keeping track of 
your money. Quicken makes it easy to balance a checkbook, plan budgets, and 
generate reports of all kinds. It also provides little movie tutorials, a 600-page 
manual in the Quicken folder, and lots of online Help files. 




QuickTime Player 

The QuickTime Player can open image files, but its main job is to play multi- 
media files that have been saved as QuickTime movies. The QuickTime Player 
includes links to QuickTime “channels” on the Internet that provide multimedia 
content such as news, sports, movie trailers, weather, and music videos. Details 
about QuickTime are in Chapter 22. 




Sherlock 

Sherlock searches for files, both on your computer and on the Internet. It can 
even search the contents of some files. If you’re connected to the Internet, Sherlock 
can find shopping bargains, old friends, the latest news, and almost anything else. 
See Chapter 24. 
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Stickles 

The Stickles application can be very useful. Use it to leave notes to yourself or to 
others who might use your iMac; the notes appear right on your screen. Create your 
shopping list, notes on your upcoming presentation, gossip, snippets for poems you 
will write later, tidbits to add to your research, interesting stuff from web p^es, etc. 
Below are examples of Stickles and the sorts of things you can do with them. 




From the File menu, you can import text directly into a Stickle 
note, or export text from the active Stickle so you can use it in 
other applications. You can print the active note (the one in front 
with the title bar visible) or all of the open notes. 

From the Edit menu, you can find certain words that might 
appear in any of the open notes. You can run the spell checker 
(the “Spelling. . .” command) on all open notes, or ask to check 
the spelling of just the active note, in which case each time 
you choose the command (“Check Spelling”) or press Command 
Semicolon (;), a misspelled word is underlined with dots. 

From the Note menu, you can change the '^peface of selected 
text, or change the style (bold or italic if one is designed into 
the font). You can copy the font, size, and color of a word (click 
inside the typeface example in the note; do not select the word; 
choose “Copy Font”), then select a word in another note (or the 
same note) and "Paste Font." The selected word will take on the 
typeface, color, and size of the word you copied from. 

If you’ve created a style of note that you like, with the font, size, and color of note, 
you can make this note’s formatting your default so every new note you create 
will have this same font, size, and color. Just create a note with the formatting you 
like (only one style of text will apply), then from the Note menu, choose "Use as 
Default." The color of the text will not apply to the default. 

Drag a graphic from any folder and drop it into a Stickie note. 




Scotland! 






— continued 
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Drag the tiny square 
around the circle to 
choose a color, and 



use the slider bar 
to make the color 
darker or lighter. 



Use Services to 
email the text in a 
Sticky to someone. 



You can change the color of selected text— select the text (drag over certain 
words or press Command A to select all), then choose “Text Colors. . from the 
Note menu. In the Colors panel that appears, drag the little square around until 
you find a color you like, then drag the slider bar up or down to make the color 
darker or lighter. 

The Color menu changes the color of the note, not the text. 



"Note Info" will tell you the date the note was created and modified. 



Use the Window menu to close the active note, miniaturize it, as shown below, 
or deminiaturize it. Or use the keyboard shortcut Command M or double-click 
the title bar to miniaturize and deminiaturize a note (“deminiaturize” is not in 
my dictionary, and the spell checker in Stickies flags the word as a misspelling). 
You can choose to neatly arrange your notes (choose "Arrange in Front") whether 
they are miniaturized or not. 



Th« rvQutation for long life 



Get train ometabk for Scotland! 



fav bills tomorrow. Pon*i forqat or wt*r> In troubla. 



Scots Wha Hae Wi* Wallace Hcd 



These four notes are 
miniaturized and 
arranged in front. 
Double-click the title bar 
of any ytote to open it. 



You can use Services to do a number of things with the selected text in a Stickie. 
For instance, select the text, go to the Stickies menu, and from the Services sub- 
menu, choose “Mail” and “Mail Text,” as shown below. This will automatically 
copy the text from the Sticky, open the Mail program, open an email form, and 
paste this text into the form, ready for you to add the email address and send it. 



Stickies 
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Preferences... 



Services 
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Show All 
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. di 



And from any other OS X 
application, even from a 
browser, you can select text, 
then go to the Application 
menu and use Services 
to make a Sticky of your 
selected text. 
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System Preferences 

The System Preferences let you customize the settings that affect many aspects 
of how your computer looks and behaves. 

The System Preferences icon is located in the Dock for quick and easy access. Click 
once on it to open the System Preferences pane, shown below, which displays all 
the different features you can customize. 

Single-click an icon (such as “Dock”) and that item’s preferences pane will replace 
the existing one. Single-click the icon “Show All” in the upper-left comer to return 
to the pane that displays all the preferences. 

With System Preferences you can adjust the time that appears in your menu bar, 
change the picture on your Desktop, choose a language for your menus and dialog 
boxes, enter the networking and Internet settings, and much more. The System 
Preferences you will probably use most often are discussed in Chapter 13. All of the 
System Preferences are covered in detail in The Little Mac OS X Book. 
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TextEdit 

The application TextEdit is a small word processor. It can do some surprising 
things, but is missing enough serious features that you might not want to use it 
as your only word processor. But here is what it can do: 

From the File menu, you can "Open Recent" files. This is nice so you don’t 
have to go scrounging around in your hard disk looking for that file you created 
several days ago. 

From the Edit menu, you can do all the basic stuff like cut, copy, paste, delete 
(clear), undo, and select all. If you don’t know how to use those features, please 
see Chapter 5. 

The Find command has some fairly robust features. You can find words or phrases, 
and you can replace found words or phrases with entirely new words or phrases. 
For instance, you might have written a novel with a main character named “Peter,” 
then you decide, after 173 pages, that you want his name to be “John.” Use the 
Find panel to “Find: Peter” and “Replace with: John,” then click the “Replace All” 
button. Instantly, your hero has a new name. 




Position your pointer over a button and wait a second or two — 
a Help tag appears to tell you what that button will do. 



The Spelling command gives you three options. “Spelling. . .” brings up the spell 
checker for the active document. “Check Spelling” will point out your misspelled 
words in the active document one at a time; press Command Semicolon (;) to 
find the next misspelled word. The option to “Check Spelling As You TVpe” will 
underline words with red dots as you misspell them. 
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Use the Speech command to hear your text read out loud (it will be read by the 
voice you choose in the Speech preferences pane of System Preferences). If text 
is selected, that is what will be read. If nothing is selected, the reader will start at 
the beginning. 

From the Format menu, use the Font and Text submenus to format your text, 
most of which is explained in Chapter 5. 

The command to "Make Plain Text" will turn your document into a “text-only” 
or ASCII file, which removes all font choices, styles, underlines, etc., and takes the 
text down to its most basic form. This file is then safe to send through the Internet 
to any other computer user, regardless of the kind of computer or applications she 
has on her machine. 

If you choose "Make Read Only," TextEdit will lock the file so it can be read by 
others, but no one can make changes to it or delete it. Well, they could if they 
went up to the Format menu and chose “Make Editable,” so it’s not a very safe 
way to protect your document. This command is only meant to prevent accidental 
damage to the file. 

"Wrap to Page" will display the printing guidelines in the window. You can’t 
change the margins — they are stuck at one inch all the way around. But in “Wrap 
to Page” you are guaranteed that what you see on the screen is what will print, as 
opposed to “Wrap to Window,” explained below. 

While in "Wrap to Window," the lines of type stretch to fill the space as wide as 
you drag your window. When you print, the printer will try to match your line 
endings, but if your window is wide, it may have to reduce the size of the type to 
fit your sentences on the same lines of the page that you have on the screen. So if 
your page of text prints too small, reduce the size of your window and print again, 
or choose “Wrq) to Page.” 

"Allow Hyphenation" does just what it says — it will allow words to be hyphen- 
ated at the ends of lines. 

Be sure to go to the TextEdit menu and check out the "Preferences..." They are 
self-explanatory. The “New Document Font” lets you choose a default font and 
size so every time you open a new document in TextEdit, you will automatically 
start to type with your choice of font. 
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You can drag pictures into your TextEdit documents: 

1 . On your Desktop, position your open Pictures folder (or whichever folder 
you store your pictures in) on the right side of your screen. 

2. In TextEdit, position your page on the left side of the screen. 

3 . From the Pictures folder, press-and-drag an image to your TextEdit 
document — ^watch carefully to see the insertion point move around the 
page as you drag the image around! (See Chapter 5 if you’re not clear on 
what the insertion point is and why it is so important.) 

4 . When the insertion point is flashing in the position you want the image, 
as shown below, drop it on the page (just let go of the mouse button). The 
picture will insert itself where the insertion point was flashing. 

5 . To make more space above the picture, position your insertion point to the 
left of the photo and hit a Return. 

To make more space after the picture, position your insertion point to the 
right of the image and hit a Return. 



, To Scarleu.nfd 




Here's your photo! 1 k 
to net your braces oflH 



H jlmmyJpB 



The insertion 
point is flashing 
here, so that's 
whei'e the image 
will land. 



n ktllv.jpg 
B LMBOSX2.pdf 
^ My Screen Savei 
0 rven.ipB 



■ icMittgpg 



Drag an image from any folder 
and drop it in the TextEdit 



document. 

0 Q 0 ^ To Scartew.ftfd 

Hry Si-aHcll, 

Herr's your photo! I know you can't %sail 
t<j t;rl your hraci*s oil! 

Tl)is is the result of adding 
the graphic. 

In TextEdit, you cannot 
resize the image. 

l Ixivr. j 

I Morn I 
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When you save a text document in TextEdit, it creates what is called a Rich Text 
Format file with a file name extension of .rtf “Rich Text” means it can include 
fonts, styles, different point sizes, and other formatting (as opposed to “Plain Text” 
which removes styles and formatting from text). 

If you insert a photo or other graphic into a TextEdit document, it will become a 
“Rich Text Format with Attachments” file and must be saved with an extension of 
.rtfd (the “d” stands for “directory” because an .rtfd file is actually a folder, or 
directory, that bundles the text with the graphics). Don’t worry about remembering 
that — as soon as you try to save a document that has an image in it, the iMac will 
tell you that you have to change the extension and will actually do it for you. 

/OOP ,ToSor<eK.rtf 

Save Warning 

Document contains grapnics and can no longer be 
saved using nch uxt (RTF) format, it needs to be . 

saved as RTFD. Ptease supply a new nante. i 

Cgncet |>ji^ 



you ’ll get this message when 
you try to save a TextEdit 
document with a graphic in it. 





TextEdit does not have a feature that automatically creates real apostrophes and 
quotation marks, so you have to learn to type them yourself. Don’t ever print 
your work with typewriter apostrophes and quotation marks — it looks stupid. This 
is what the marks look like and how to type real ones: 

Typewriter apostrophe: It’s Mary’s turn. 

Typewriter quotation marks: "Go get 'em, Mary." (Oooh, these are 



Typesetter’s apostrophe: It’s Mary’s turn. 

Typesetter’s quotation marks: “Go get ’em, Mary.” 



To type true typesetter’s apostrophe and quotation marks: 

apostrophe ^ Shift Option ] 

opening quotation mark ^ ^ Option [ 

closing quotation mark ’ ’ Shift Option [ 



Tip: You can go to the 
Print dialog box and 
click the "Preview" 
button. This will 
make a PDF preview 
of your document 
which will open in the 
application Preview. 
From there^ you can 
save the document os 
a PDF file so you can 
email it to anyone in 
the world and they 
con see it just like you 
created it. 

You can also save 
any file os a PDF: In 
the Print dialog box, 
choose the "Output 
Options . " Check the 
box to "Save os File , " 
then choose the 
PDF format. 



nasty.) 
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Utilities 



Utilities 

The Utilities folder contains a large collection of useful utilities, which are small 
applications that perform special functions. Although many of these utilities are 
self-explanatory (and others may not be useful until you’re more advanced), I’ll 
describe some of them in Chapter 23. For a more complete description of all the 
items in the Utilities folder, refer to The Little Mac OS X Book. 




WsridtMk Mtf«< 



World Book 

The World Book application is a digital encyclopedia. It includes a search feature; 
a dictionary; sticky notes and a highlighter for research; and an Atlas and distance 
calculator that also gives the latitude and longitude of selected locations. You’ll 
also find several “wizards,” which are utilities that take you step-by-step through 
procedures for creating timelines, reports, charts, or quizzes. 




Update Now 



Mowtitv the Millertnium ' 



^ World took fd« La<t Co TooU vondow Help 



♦ Sun 8:53 PM 



World took Encyclopedi* 



WORLD BOOK 



Homework Wizards 



yearcfm 



owse 



d ^ _»1edia Center 



This is the World Book ''Home Screen ” that provides links to its main features. 
Subsequent pages provide these same links (plus several other tools) in a 
Toolbar, as shown on the opposite page. 
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To access some World Book material, you have to insert the World Book CD that 
came with your iMac. You’ll see a blue “CD” icon and a message when it’s neces- 
sary to insert the CD. 

The World Book Toolbar contains nine tools, as well as links to the seven major 
areas in the encyclopedia. Also, from the Tools menu, you can open the World 
Book Notepad, a simple word processing application that allows you to create 
documents using text and graphics from World Book (page 110). 




Took; 

seepages 

106-107. 



From this Tools menu, 
you can open World Book 
Notepad; seepage 110. 



World Book Areas; 
seepages 107-110 



FUe Edit Co f Tools 1 Window 



Wortd look Cncyctopedx 



Ancrc Online 



Iron and sta«l are the world’s cheapest and most useful metals. These hard, durable metals are 
used lr> making thousands of products, from paper dips to automobiles. Machines made of iron 
arxl steel help produce almost everything we use, induding our dothes, our homes, and even our 
food. 



i The word Iron can refer to both an dement and a number of a/toys 
(mixtures) of iron and other metallic eiements. As an dement, iron is or>e 
of the most common chemical substances in the earth's crust, but it is 
never found in pure form there. Almost all Iron occurs in ores, though 
some meteorites also contain iron. Manufacturers use iron alloys In the 
manufacture of so-called iron products. 



Computer (machin*) 



S«« also ftrsoivU 
computtr* 

Aigtbra iHiitory) 

Apple Computer. Inc. 
Archaeology (EvaJuationi 
Amncul inteOigefKe 
Aiironomy (Computer 
modebng) 

A^ironomy aeanung aaom 
asirooomy) 

AuOto-visua) matcrialf 
(VitMl matrruUl 
Audto-viMal maUnalt 
(MuKHentory matenak) 
Automated teller machmc 
Automation (Utei ol 
automation) 

Automation (How 
automation workt) 
Automobile (Cart of 



Steel IS produced by refining (punfying) iron arvd alloying It with other metals. Iron 
may be thought of as the basic material of sted, and sted may be considered the 
refined product of iron. Similarty, gasoline can be thought of as refined oil. 
However, the properties (characteristics) and uses of iron and sted differ as widdy 
as do those of gasoline and oil. 



Iron ores are mineral or rock deposits in which iron was concentrated by natural forces dunng 
the formation of the earth's crust. Sted manufacturers crush and process these ores to produce 
high-grade Iron concentrates. The concentrates are turned into metallic iron by healing them 
with other raw materials In huge furnaces. Most metallic Iron is used In manufacturing sted, but 
some Is made into iron products. Stedmakers convert metallic Iron into liquid sted by refining It 
In furnaces with recycled Iron and sted scrap. The liquid sted is then formed into sheets, 
beams, rods, wire, tubing, and other shapes used in making various products. Most modem 
steel mills perform all the steps in stedmaking, from smelting iron ore to producng steel m 
useful shapes and forms. 



@ 

The appearance 
of either of these 
CD icons on your 
screen indicates that 
additional content 
is available on the 
World Book CD 
that came with 
your iMac, 
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The tools on the left side of the Toolbar include the following items. 




Search 



Search: Single-click the “Search” button on the Toolbar, or single-click the 
“Topics” button on the World Book Home Screen to open the Search window. 
The Search window contains “Search by Topic” and “Search by Word” options. 
Select and drag any word ox phrase from a World Book screen onto the Search 
entry field to display related matches. 



B 

Dictionary 



Dictionary: Look up the definition of any word. Type a word in the Diction- 
ary text field, or drag a selected word to the text field or onto the Dictionary 
icon in the Toolbar. You can also double-click any word in an article to open 
the Dictionary at that word. 



Stickie Notes: Use Stickie Notes to mark information and to add comments 
or reminders. Single-click in the article where you want to place a Stickie 
Note, then single-click the “Stickie Notes” icon in the Toolbar. A Stickie Note 
will open, titled with the name of the current article. Type any comments you 
wish, then click the Stickie Note’s Close box. A small marker will appear in 
the article. Drag the marker or the Stickie Note to reposition it. 

To see a list of all Stickie Notes, go to the Tools menu and choose “Stickie 
Notes List.” In the list, double-click the note that you want to open. 

To open an existing Stickie Note within an article, click once on it. 



Highlighter 



Highlighter: Single-click the “Highlighter” button in the Toolbar, then drag 
across selections of text to highlight that text. To choose from four highlighter 
colors, press the Tab key. Or press-and-hold the Highlighter button in the 
Toolbar, then choose a color from the pop-up menu. 

To erase your highlights from the current article or from the entire World Book, 
go to the Edit menu and choose either “Clear Current Article Highlights” or 
“Clear Highlights From All Articles.” 



A 

Wiiards 



The Wizards button takes 
you to four applications 
that help you write reports 
and guide you through the 
creation of charts, timelines, 
and quizzes, as described on 
the opposite page. 
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Report Wizard guides you through the process of writing a report, 
including topic selection, scheduling, research, notecards, writing a 
thesis statement, outlining, first draft, visuals, revisions, bibliography, 
and preparing the final paper. 

Chart Wizard creates charts and graphs for reports or presentations. 
Timeline Wizard creates timelines that contain events and dates. 
You can choose to make horizontal or vertical timelines. Timelines 
can include pictures and can be placed in reports or presentations. 
Quiz Wizard makes it easy to create quizzes, just for fun 
or to practice for a test. Choose between True/False, Flash Card, 
or Mathematics formats. 



The Back and Forward buttons navigate through the pages. 
The Home button is a link to the World Book Home Screen. 

Click the Stop button to stop a video or animation from playing. 



O 

B«ck Forward Home Slop 



The Area buttons on the right side of the Toolbar link to the various sections of 
the World Book Encyclopedia. 

Article: This opens the “Article Display” area on the World Book Home 
Screen; you can also click the “Topics button” to get here. From this area 
you can access all of World Book’s features. 

At the top-left of an article you’ll see the Article Media canister. Click the 
canister body (or click the tab beneath the canister) to roll down a filmstrip of 
all media (a video, sound, or picture) related to the current article. Single-click 
one of the thumbnail frames in the filmstrip to jump to the page containing 
that thumbnail, or double-click the thumbnail in the filmstrip to immediately 
open the media file. 

The Up and Down arrows on each side of the canister show and hide the 
filmstrip one frame at a time. To close the canister, single-click the canister 
body or click the tab at the bottom of the filmstrip. 

Media opens the Media Center window where you can search or browse 
through lists of available media files (videos, sound files, pictures, maps). 
There are three different lists; World Book media files for the current topic, 
all World Book media files that are installed on your computer, or all media 
files that are on the World Book CD. 

— continued 



Aitid^ 
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Just Looking lets you search for gr^hics and articles by category, content, media 
type, document type, content, or randomly. Single-click this icon and the screen will 
fill with a random selection of topics, pictures, and the “Just Looking” panel. 



Single-click on a topic or picture that interests you, or click the Random button in 
the middle of the “Just Looking” panel to fill the screen with a new random col- 
lection of topics. This is a fun way to explore World Book. Of course, you can also 
search using the pop-up menus and entering keywords into the text entry field. 




Click the “Random ” button to 
reload the screen with new choices. 



Click on a picture or a 
text box to open it in 
the Media Center or 
Article Viewer. 



The picture opens in Media Center. The text opens in the Article Viewer. 

Note the audio file icons next to the birds. 
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Atlas is the map-viewing area of the World Book. As you move your mouse over 
the names of continents (or countries, states, or cities), the pointer turns into a 
magnifying glass, indicating a “hotspot.” Click on a hotspot to zoom in on that 
area and display a more detailed map. Continue clicking to open progressively 
more detailed maps. To zoom out and view a larger map area, click the “Zoom 
Out” button. 




The Map Search button opens a window in which you can type the name of a 
location. As you type, a matching item in the list is highlighted. Single-click on 
the highlighted name in the list to display that map. 





Distance Calculator 



Click on a name in the Map Search window to display that map. 



Click the “Distance Calculator” button to open the window shown below. You 
can find the approximate distance between two points that you specify, as well as 
latitude and longitude information for each location. 



7b enter a location in the Distance 
Calculator, start typing a location name 
into the Location 1 entry field. As you 
type, a list pops up that matches what 
you've typed (as shown in Location 2). 
Click on a location in the pop-up list to 
enter it into the Location field. 

Repeat the procedure for the 
Location 2 field. 






I L» a d«« 1: 




— continued 
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B Time Frame: You can make a chronological 
search for information related to a specific year, 
decade, century, millennium, or era. Click the 
“Time Frame” button in the Toolbar to open the 
“New Time Frame” control box and use the pop-up 
menus to search for a time period. Or move your 
mouse over any date in an article; when the pointer 
changes to an hourglass, click to see that date’s 
time-related details. 

What's Online: Explore online features of World Book, and get World Book 
updates and special reports downloaded from the Internet. 

Surf connects to “Surf the Millennium” where you view simulated web 
sites for a historically accurate look at the past 1000 years, with each century 
represented by its own home page that links to im^nary web sites from that 
period. This is a creative and imaginative romp through history, presenting 
what some web news sites might have been like if the World Wide Web had 
existed for the past 1000 years. 

World Book Notepad is a small word processor that makes it easy to create 
reports or presentations. You can drag text and pictures from World Book directly 
into an Open Notepad document. 

Click the World Book icon 
in Notepad's comer to return 
to World Book. 

Tb switch back to Notepad, 
press Command N. 








Tip: For more World 
Book instructions, 
open the World Book 
folder. Double-click 
the PDF file nomed 
"User Guide.pdf." 



You can save Notepad documents in three different formats: 

World Book Text Format (.wbt) is for simple text-only documents 
without styles or formatting. 

Rich Text Format (.rtf) is for documents in which you want to retain 
text formatting, such as bold and italic characters. 

World Book Notepad Format (.wbn) is for documents that contain both 
text and pictures. 
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Typing is one of the basic things you’ll be doing on your iMac. In addition to 
information about typing, this chapter also contains stuff you need to Imd^ib ^rk 
in every application on the iMac. No matter what you plan to use your cdmpJttBBi 
for, you should work through this “Typing” chapter because all of the things yoti ' 
leam here will apply to everything you’ll ever do on the iMac. 

These next six chapters are short tutorials to teach you the basics of many of the 
software applications on your iMac. If you took a break from the first part of the 
book and turned off your computer, then of course you must now turn it back on. 
In this ch^ter, open AppleWorks and make a new word processing document. 
You’ll change the typeface, the type size, the indents, and more. And you’ll save the 
document, print it, close it, and quit the application. It’s not an entire tutorial for 
using a word processor, but it’s what you need to get started using any application 
on your iMac. 



*;#<5 is 
tlK mo^ 
ijnj»ortant 
chaf ter in 
thi J look\ 
?/caJe. 
r-e.a<] it\ 
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Open the AppleWorks application 

To create a word processing document, you have to open the application ^pleWorks 
because the word processor is one of its components. 

1. To open AppleWorks, single-click on the “AppleWorks 6" icon in the Dock. 







Or open the implications folder (single-click the Applications icon in any 
Finder window Toolbar), open the AppleWorks folder (double-click on it), 
then open the AppleWorks application (double-click on the icon). 

2. The first thing you see when you “launch” (that is, “open”) AppleWorks 
is the “Starting Points” palette because AppleWorks integrates several 
applications into one and you have to choose which one you want. 

3. For this exercise, single-click the “Word Processing” icon. 




Sta^hg Points 



# Stan a new ctocumcm from scratch. 



Single-click the 
'Word Processifig"' icon. 



Word Processing Spreadsheet 



Database 



Drawing 



Painting 



Presentation 



Click the other tabs to 



see what they display, 



but make sure this 

‘Basic" tab is chosen The tabs on the bottom of this palette provide easy access to other panes of the 



when you want to start “Starting Points” palette: 



a new, blank word 
processing document. 



Assistants: Contains small utilities that guide you through creating 
various kinds of files. 



Templates: Contains pre-designed templates that you can modify 
for your own use. 

Web: Has several links to web sites. 



Recent Items: Holds files that you’ve worked on recently. 

Plus symbol: Lets you add custom panes to the “Starting Points” palette. 
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Create a new page 

So here you are at a blank page! Whenever you create a “new” document on the 
Macintosh, you will get a clean, blank page, just waiting for you to do something 
creative to it. 

Notice there is a little, flashing vertical bar at the top of the page (circled, below); 
that’s called the insertion point, and you will see it everywhere on the iMac. The 
insertion point is your visual clue that you are in typing mode. When you touch the 
keys on the keyboard, the text will appear wherever that insertion point 
is flashing. That’s a very important guideline to remember because you’ll see the 
insertion point in every application and in many other places on the iMac. 



Open: When you 
choose the command 
"Open" it means 
you want to open a 
document that has 
already been created! 
That is very different 
from creating a new, 
untitled, clean page, 
as we're doing now. 
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Type one space 
after periods. This 
is professional-level 
type you are creating, 
not typewriter-level. 
Read The Mac is not a 
typewriter. 



cursor: A general term 
for the thing on the 
screen that moves 
when you move the 
mouse, whether it 
appears as a pointer, 
I-beam, crossbar, 
or anything else. 



lype some text! 

Just go ahead and type. When you get to the end of the line, do not hit the 
Return key! ]vts\ let the type bump into the right edge; it will “wr£^” itself onto 
the next line all by itself. (That’s called “word wrq).”) 

After you have typed ?i paragraph, go ahead and hit the Return key. In fact, you 
can hit it twice if you want more space between the paragr£^)hs. 

To fix typos along the way: If you made a typo just a character or so ago, hit 
the “Delete” key, found in the upper-right of the main section of keys (where the 
Backspace key is found on typewriters). This will move the insertion point to the 
left and backspace over the characters, deleting them. Make the change and 
continue typing. 

To fix typos somewhere else on the page: If the typo is farther back in the line 
or in another paragraph, of course you don’t have to delete all of the characters 
up to that point! That would be really boring. This is what you do; 

1. Put your hand on the mouse and move the pointer around on the page 
(don’t click the button!). You’ll see that the pointer turns into what’s 
called an I-beam when it’s positioned over text; ][ . 

Notice that if you drag the mouse so this I-beam “cursor” is outside of the 
text area, it turns into a pointer again. Inside the text, it’s an I-beam. 

2. Okay. So in the text, position that I-beam directly to the right of the char- 
acter you want to delete, right between it and the next character, like this; 
serem^ipity 

3. Click the mouse button right there. This moves the insertion point from 
wherever it was and positions it where you click. You can’t see the 
insertion point, though, until you move the I-beam out of the way. 

So go ahead and push the mouse to the side Uhn 't hold the button 
down) so the I-beam floats around somewhere else. What you need is 
that insertion point. It should look like this; 
serem|dipity 

’•‘The frasbing insertion point is the important item now, 
not the I-beam or any other cursor! 
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4 . Now that the insertion point is in position, hit the Delete key to remove 
the wrong character (the one to the left of the insertion point), then type 
the correct character in its place: 

serendipity 

5 . To put your insertion point back at the end of your document so you can 
continue typing (or to put it somewhere else to correct another typo): 

a. Use the mouse to position the I-beam where you want it. 

b. Single-click. 

c. Move the I-beam out of the way. Typing starts at the insertion point, 
not at the I-beam! 

Note: if you like to keep your hands on the keyboard, you can 
also use the arrow keys on your keyboard to move the insertion 
point around (not the I-beam). Try it. 

So type a page. If you want to remove everything you ’ve done so far and start 
over, go to the Edit menu and choose “Select All,” then hit Delete. 



Try this: Type a headline, then hit two Returns. Type a few paragraphs like the ones 
shown below. Type a byline at the end (“by” you). Fix your typos. Enjoy yourself. 

When you’ve got a few paragraphs, turn the page (of this book) and we’ll format 
the text (change the size, the typeface, indents, etc.). 

This is an example of 
text typed in the word 
processor of AppleWorks. 
Yours will look a little 
different, of course. 



He, a captain! Hang him, rogue! He lives upon mouldy stewed prunes and 
dried cakes. A captain! For God’s sake, thrust him down stairs; I cannot 
endure such a fustian rascal. 

poll Tearsheet, from King Henry IV 
|by William Shakespeare| 



Doll Tearsheet’s Answer 

jCharge me! I scorn you, scurvy companion. What! You poor, base, rascally, 
jcheating, lack-linen mate! Away, you mouldy rogue, away! Away, you cu^ j 
Ipurse rascal! You filthy bung, away! | 

i 

By this swine I’ll thrust my knife in your mouldy chaps, an you play the 
Isaucy cuttle with me. Away, you bottle-ale rascal! You basket-hilt stale 
[juggler, you! | 
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Formatting in general 

Once you understand the basic rule of changing anything on the Macintosh, you 
can bumble your way through any program. This is the rule: 

Select first. Then do it to it. 



That is, the trick is to select what you want to change, and then go to the menu 
and make a formatting choice, otherwise the computer doesn’t know what you 
want to change. 



Tip: If you miss the 
last character or two 
while selecting text, 
hold down the Shift 
key, then press-and- 
drag or tap the arrow 
keys to select more 
(or to select less). 



In a word processor, select text by pressing-and-dragging over the text: 

Position the I-beam at one end of what you want to select, 
then press the mouse button down, hold it down, and drag 
to the other end. 



I he text will "'highlight," like this sentence. 



Many changes can be made right from the Button Bar (shown below) or from the 
“Ruler,” that strip across the top of the page (shown on the opposite page). You 
can also choose formatting commands from the menu. 



0 0 




Button Bar 


B 


/ u 


y— I 


dk Uhl u/4. g:i % 81‘Jlaia ® 1 # □ ► 





Tits is the Button Bar in AppleWorks, arid you see the 
Help tag displayed for the B button. 



Format the text using the Button Bar 

The Button Bar, above, might look rather intimidating, but it will eventually grow 
useful to you. Many of the commands from the menus are represented by these 
little buttons so you can click a button instead of having to go to the menu. For 
instance, which button could you click to make selected text bold? 

As you position your mouse over a button, AppleWorks shows a “Help tag,” which 
is a pop-up message that tells you what that button will do, as shown in the 
example above. 

To use the Button Bar, first select the text you want to change, then click a but- 
ton. Try making some text bold and some other text italic. 

Many of the buttons in the Button Bar will change when you switch to different 
modules in AppleWorks. If you want to customize this bar, see page 121. 
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Format the text using the Ruler 

Follow the directions below to use the Ruler to change some of the text. 






3 



»-n-r 
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Ezgoiolo 



Ijtelvetica 
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This is the Ruler. Every program that processes tact uses a Ruler. 



Center the headline 

Select the headline, then click in the tiny icon on the Ruler that indicates 
a centered alignment: (Don’t ever center a headline by spacing 

over with the Spacebar — this is not a typewriter!!) 



Justify the rest of the text 

Select the rest of the text and click the tiny icon on the Ruler that indicates 
a justified alignment: (aliped on both the left and right sides). 



Indent one of the paragraphs 

Select a paragraph (click in it). In the Ruler, position the very tip of the 
pointer on the tiny rectangular part of the marker on the left of the Ruler 
(shown below, left). Drag that marker to the right to create the indent. 



■m 


1 ' 1 ' 1 ' 171 ’"P 1 1 ' 1 ' 1 ' I4' 1 M ' 1 ■ igM ■ 1 ' 1 




mmmmi 


Press in the bottom rectangular part Drag this marker 

of this marker and drag it to the right. Do to move the 

not press on the triangular parts — they do right margin, 

other things! You might want to experiment. 





Tip: To make changes 
to a paragraph from 
the ruler, you don't 
actually have to select 
all the characters. Just 
click once anywhere in 
the paragraph you want 
to change. 
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Make text bold or italic using the menus 

Select the text. Then from the Text menu, choose “Style,” then “Bold” or “Italic.” 



Font 
Size 

Text Color 



✓ Plain Text 



3§T 



Notice that 
keyboard short- 
cuts for many 
commands are 
displayed in the 
menu, to the right 
of the command. 



Italic ^ 9€l 

Underline 36U 
Double Underline 
Strike Thru 
Outline 
Shadow 
Condense 
Extend 

Superscript O Sen- 

Subscript ose- 

Superior 
Inferior 

UPPERCASE 

lowercase 



Or select the text and use the 
keyboard shortcut. What is the 
shortcut for the bold style? 

For the italic style? 

Or select the text and use the 
buttons on the Button Bar. 



Change the size of text 

Select the text you want to change. From the Text menu, choose “Size.” The current 
size of the text is indicated by the checkmark. Select a size from this menu. 




Size 



Style 

Text Color 



9 Point 

10 Point 
12 Point 
14 Point 

✓ 18 Point 






■H 


36 Point 
48 Point 
72 Point 




Other... 


OUO 


Smaller 


OX, 


Larger 


ox. 







1 Helvetica 






■ iv ' 



the Size pop-up menu in the toolbar that 
is just above the Ruler. 
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Change the typeface 

Select the text'jon want to change. From the Text menu, choose “Font” (the current 
font is indicated in the menu by a checkmark). Select the font you want to use. 



Or select the text and choose a font from 
the menu in the toolbar that is just above 
the Ruler. 




Color the text 

Select the text you want to color. Then, from the Text menu, choose “Text Color.” 

Choose a color from the palette that appears. You can customize the Button Bar 
and place a “Text Color” button in the Bar if you want to make it even easier to 
select text colors; see page 121. 




Unformat the text 

To remove bold, italic, or any other formatting, select the text and choose the same 
formatting again. This is called a toggle command, where the same command 
turns things either on or off. 

Or select the text and choose “Plain Text” from the Text menu to remove all 
formatting. (What is the keyboard shortcut to change selected characters 
to Plain Text?) 
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Example of formatted text 

So play around and learn a lot. Below is an example of the same copy you 
saw on page 121, but with simple formatting applied (the headline is red). If you 
feel comfortable using a word processor, you will feel comfortable anywhere on 
your computer. 



Doll Tearsheet's Answer 

Charge me! I scorn you, scurvy companion. Whati You poor, base, rascally, 
cheating, lack-linen matel Away, you mouldy rogue, away! Away, you cut-purse 
rascal! You filthy bung, away! 

By this swine I'll thrust my knife in your mouldy chaps, 
an you play the saucy cuttle with me. Away, you bottle- 
ale rascal! You basket-hilt stale juggler, you! I 

i 

He, a captain! Hang him, rogue! He lives upon mouldy stewed prunes and dried 
cakes. A captain! For God's sake, thrust him down stairs; I cannot endure suchj 
a fustian rascal. 

Doll TeQfsheet,from i^ng Heniy IV 
by William Shakespeare 
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Advanced exercise (skip this if you want!) 

The Button Bar is customizable. You can add preconfigured buttons to the Bar or 
you can create buttons for specific tasks and name them whatever you want. 



1. From the AppleWorks menu, choose “Preferences. . . then choose 
“Button Bar. . .” to open the “Customize Button Bar” window. 




2. Double-click a button in the list of “Available Buttons” to add it to the 
Button Bar, or drag it from this window and drop it on the Button Bar 
in the position you want it. 

3. To remove a button, drag it from the Button Bar to the Trash basket icon 
in the Dock. 



You can also create a whole new button: Click the “New” button you see in 
the dialog box above; you’ll get the dialog box shown below. 




Name: Robin 



Description: {Co to Robin's web site 



Aalon: fopen URL 

URLjhnp://www.ratzcom | 



The "‘New Button ” dialog box 
lets you name your netv button, 
add a description that will appear 
as a "'Help tag'’ when you move 
the mouse over it, and assign 
an action. 



► Advanced Options 



|(?)CE 










You can even create a custom 
icon for the 7iew buttofi. 
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Cut, Copy, and Paste 

One of the most exciting features of working in a word processor is editing. Never 
again do you have to retype a whole page just to change one paragraph. You can 
cut (remove) text from one place and put it someplace else, or copy a favorite 
sentence and insert it in the middle of another p^e (or even in another document), 
etc. It’s too much fun. Makes you want to write books or somethin’. 

Cut 

The cut feature removes selected text from the page, just as if you took 
some scissors and cut it out (except there won’t be a hole in the paper). 

Copy 

The copy feature makes a copy of the selected text, and leaves the original 
text intact. 

Paste 

The paste feature will insert onto the p^e whatever text you previously cut or 
copied. The text will be inserted wher&jer the insertion point is flashing. 



Click the button 
shotm below in the 
Button Bar to make 
a new, blank word 
processing page. 

iii~^ 



Try it! 

So these are the steps to edit your page. Practice on the text you already have on 
your page, or create a new document (just click on the tiny page icon in the Button 
Bar at the top of the screen). 

Cut text from one place 

1. Select the text by dragging across it (as explained on page 1 16) . 

2. From the Edit menu, choose “Cut.” Notice the keyboard shortcut 
is Command X (like Xing or crossing something out). 



Copy text 

1. Select the text by dragging across it (as explained on page 1 16) . 

2. From the Edit menu, choose “Copy.” Notice the keyboard shortcut 
is Command C (C for copy). 

Paste text somewhere else 

1. Single-click to set the insertion point (as explained on pages 114-115) 
at the spot where you want to paste the text into. 

2. From the Edit menu, choose “Paste.” Notice the keyboard 
shortcut is Command V (like the caret '' for inserting something). 
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Tip: If the Cut, Copy, or Clear commands in the Edit menu 
are gray, that's because nothing is selected at the moment! 
Remember, select first, then do it. 





5 ■ Typing (also called Word Processing) and More 



Clear and Delete 



So have you practiced cutting, copying, and pasting? Let me explain what you 
did. When you cut or copy, the iMac puts the text (or graphic) into an invisible 
place called the Clipboard. The Clipboard can only hold one item at a time, so as 
soon as you copy something else, whatever was in the Clipboard disappears. When 
you paste, you are actually pasting whatever was on the Clipboard. For instance, 
if you cut three separate pieces of text and then you paste, you will paste the last 
item that you cut. 



You can paste items forever (well, until you turn off the computer). Whatever 
you cut or copied will stay in the Clipboard even when you change to a different 
program or come back in several hours. As soon as the power is turned off, though, 
whatever was in the Clipboard disappears. 

The Clear command ffom the Edit menu, as well as the Delete key, will get rid of 
whatever you had selected, but it does not go to the Clipboard! Think about this 
for a minute. Let’s say you have a photo of your daughter in the Clipboard because 
you copied it from one document, and you are pasting it into several different let- 
ters. If you want to get rid of some text now, use the Delete key instead of the Cut 
command so your daughter’s photo stays in the Clipboard, ready to paste again. 



Tip: If you want to 
see what is currently 
stored in the Clipboard, 
go to the Edit menu 
and choose "Show 
Clipboard.” When 
you're done, close the 
Clipboard just like you 
close any window. 



Undo 

The Undo command is one of the most important things you can learn. Most of 
the time you can undo the very last thing you did by going to the Edit menu and 
choosing “Undo.” Let’s say you wrote a whole letter and then you selected all the 
text because you wanted to change the typeface. But before you could choose a 
new typeface, you leaned on the keyboard and all of the selected text turned into 
“vnm;id.” Before you scream, choose Undo from the Edit menu. Memorize the 
keyboard shortcut: Command Z. Just undo it. 

Practice using Undo: Select some text, cut it, then undo it. Paste some text, then 
undo it. 



123 





5 ■ Typing (also called Word Processing) and More 



Rule Number One: 
SOS: Save Often 
Sweetheart. 



Save the document 

You must “save” every document you create on your computer (unless you never 
want to see it again). Saving it means you store a copy onto the hard disk. After 
you save a document, you can open it again, make changes, make a copy, add 
to it, delete from it, etc. You need to save a document as soon as you begin, and 
then you need to save changes every couple of minutes as you work. Why every 
couple of minutes? Because as you work, all of your changes are being held in 
“memory,” which is a temporary storage space. So temporary, in fact, that if the 
power in your home or office flickers or goes out, or your computer crashes or 
freezes up, or the cat chews your power cord, everything you had not saved will 
disappear. Nothing can get it back. 

Unfortunately, humans seem to learn best through catastrophes. I can almost guar- 
antee that you won’t bother saving often until one very late night when you lose 
the last two hours worth of work on a report that is due first thing in the morning. 



To save your document: 

1 . With your document open on the screen, go to the File menu 
and choose “Save As. . . .” You will get the dialog box shown below. 

2. Name your document! Name it something you will remember and 
something that gives you a clue as to what this document is about. 

3 . Single-click the “Save” button (or hit Return). 

4 . Your documents will be automatically saved into the folder called 
“Documents,” which you’ll find in your Home window. 




Type a name for the 
file in this edit box. 



Save: AppleWorks 6 



Save As: untitted.cwk 



Where:' i.5 Documents 



If you don't see the 
bottom portion of this 
dialog box (and you 
want to), click this 
disclosure" triangle. 



pi Acrobat User Data 
pi appleworks slide show 
^ Appleworks User Dau 



The folder highlighed 
here is the one in which 
your document will be 
automatically saved. 
Notice this folder is also 
displayed in the "Where” 

menu, directly above, j 

\ 

Always be conscious of j 
where your document j 
is being saved! | 



^ fax tnfo.cwfc 
^ FAXstf X User Data ■ 
_ Italian Man Coes To Malta 
iTunes I 



New Folder 



Add to Favorites 



Click the Save 
button after 
you have given 
the document 
a name. 



File Format 



AppleWorks 



Document 



2 Hide filename extension 



Cancel 



91 Desktop iar 


h m 


\3 Docurnenti^^ 




^ Library 


► I 


^ Movies 


► - 


pi Music 




^ Pictures 


► 


Public 


► 


p Sites 


T 


j f 
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Print the document 



You will most likely want to print your documents. First, of course, you must have 
a printer, and it must be plugged into the iMac and plugged into the wall. Hirn 
on your printer and wait until it stops making noise. 



If you or someone else already hooked up your printer and got your iMac ready to 
print, then all you have to do is choose “Print. . .” from the File menu. You will 
get a dialog box similar to the one shown below that asks you a few questions. 
You can ignore everything in that dialog box for now and just click the “Print” 
button. When you feel like it, go back to this dialog box and poke around, looking 
at the various options. 



ee 



oe 



Printer. Stylot COLOR 740 
Presets: ' Standard 



, .' Copies & Pages f |_ . . . . , 


Copies. SColUu 


►d 


i 


Pages; ©All 




i 


0 1 


lo: ' 1 i 





@ 

T 



) f Cwsctl ^ 



Pnmer ' Styhjs COLOR 740 i 



Presets. Standard 



✓ Copies & Paye 



Layout 

Output Options 
Print Settings 
Advanced Settings 
i , Color Management 
^ Summary 

^ Save Custom Setting 



T 



f Collated 



Make sure your 
printer is selected in 
the Printer pop-up 
menu. If you do not 
see your printer here, 
you can add it to the 
list, as shown on the 
next page. 



Click the “Copies & Pages” menu (circled above) to choose other panes 
of the Print window. These various panes provide different settings 
that affect how your document prints. 



Printer: The name you gave your printer should show here. If some other 
name appears (such as “Apple Internal Modem”), click on the menu and 
choose your printer’s name. 

Presets: You can customize any of the settings found in the Print window and 
then save the settings as a “preset.” The Presets pop-up menu shows the saved 
customized settings as “Custom.” 

Copies: To print more than one copy, type the amount in here. 

Pages: If you want to print all pages in the document, click “All.” If you want 
to print just a couple of the pages in your document, click “From” and type 
the page numbers in the text fields. For instance, you might want to print only 
pages 5 through 8. Or, if you want to print just page 5, enter 5 in both boxes. 
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You can open the 
Print Center directly: 

Open the 
Applications folder. 

Open the Utilities 
folder. 

Double-click the 
'Print Center'' icon. 

From the Printers 
menu, choose "View 
Printer List." 



Add your printer to the Printer List 

If your printer doesn’t automatically appear in the “Printer” menu, you can add it. 
If you have a document open on your screen, follow the directions below. Or open 
the Print Center directly as explained in the sidebar, then skip to Step 3. 

1. Tlirn on the printer(s) you want to add to the List. Wait until it is fully 
warmed up. 

2. While your document is open, go to the File menu and choose “Print.” 

In the Print dialog box, click the “Printer” menu and choose “Edit 
Printer List. . . ,” as shown below. 



.000 ^ Thunder on the Left.robin 



Saved Settings]^ 
Copies & Pages 




Robin's Printer 
West of the Pecos 



Edit Printer List . 






Copies: 

Pages: ©All 

O From: 1 



Collated 



, to: j 1 



f Preview ^ f Cancel ^ 



3. This will open the Printer List, as shown below. This list shows you the 
printers the Mac knows about already. The printer with the gray dot to the 
left of its name is the “default” printer (the one that will automatically 
appear in the Printer menu to print to). 

To add another printer to the list, click “Add Printer. . . .” 
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4 . A dialog “sheet” will slip down from the title bar, as shown below. Click 
on the menu circled below to see your options. 

To add a USB printer to the list, choose “USB” from the menu. (If you 
have an inexpensive color printer, like less than $2,000, it’s USB.) 

To add an AppleTalk printer, which is probably on a local network and 
connected with an Ethernet cable, to the list, choose “AppleTalk.” 

(If your printer is a PostScript laser printer, it is probably on an AppleTalk 
network whether you realize it or not.) 




If your computer is at home or in a small 
office, you won 't use Directory Services. 

If you are in a large corporation or school 
with a large network, talk to your network 
administrator about Directory Services. 



Printer Model: Auto Select... 



i Oncel } 



5 . If you chose “AppleTalk,” you might get a message that you have to 
turn AppleTalk on — if you don’t get this message, skip this step. If the 
message shown below appears, go ahead and click the button, “Open 
Network Preferences.” 




No AppleTalk printers are available because 
AppleTalk is currently disabled. 

To turn on AppleTalk, open Network Preferences and click 
the AppleTalk tab. then check the *Make AppleTalk Active' 
checkbox. 



f Open Network Prefwnces 



The Network preferences pane will appear, as shown 
to the right. In the “Show” menu, make sure “Built- 
in Ethernet” is selected, not “Internal Modem.” 

Click the “AppleTalk” tab. 

Click the checkbox to “Make AppleTalk active,” 
then click the “Apply Now” button. 

Close the Network preferences and go back to the 
Printer List dialog box. 



,8 0 ^ 






e 



show Alt So«tnd Startup DHk Shanng Network 




Make AppleTalk Active 



Computer Name. Robin's Big Computer 

(Can be changed In Sharing Preferences) 



Configure: Automatically 



3 



Click the lock to prevent further changes. 
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Tip: If your printer 
is turned on and 
property connected 
and still doesn't show 
up in the list the 
most likely reason is 
either a bod cable 
or the wrong cable 
attaching the printer 
to the iMac, 

Or you might hove 
a loose connection. 
Unplug both ends and 
plug them back in 
again. 



6. After you choose the type of printer, you will get a list of those printers 
that are turned on and available for you to use. 

If you don’t see your printer in the list, click on the “Printer Model” 
menu and choose the model you know is attached and turned on. 
This should make it appear. 

7 . Click on the printer name in the list, then click the “Add” button. 




8. This will take you back to the Printer List, which can be confusing 
because it makes you think you should click the “Add Printer. . . ” button 
again — don’t. (Well, you can if you want, but it will just take you back 
to the dialog box above.) 

Click the red Close button in the upper-left comer of the window. That 
printer is now added to the list and you will be able to choose it in the 
main Print dialog box. 



Close this window 
with this button. 



The default printer (the automatic choice) has a gray button 
to its left. If you have more than one printer in this list and you want 
a different printer to be the default, do this: Single-click on the printer 
name, go to the Pri?iters menu, and choose '‘Make Default!' 





Printer List 






Kind 


Status * 


9 Roblh’s Prtnteir 


LaserWriter 




West of the Pecos 


LaserWriter 




1 

1 

i 


f Delete ^ f Add Printer... ^ 


i 
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Close the document 



When you are finished working on a document, you “dose” it, which is like removing 
the page (the document) from the typewriter (the word processor) and putting the 
page in a filing cabinet. 

1 . Click the red Close button, just as you would to close any window. 

Or go to the File menu and choose “Close.” 

Or use the keyboard shortcut. Command W. 

2. If you didn’t save the document at the last minute, you will get a dialog box 
asking if you want to save it or not. 

j Save changes lo the document "test.cwk" t 

i before closing? 

- r ^ ( Cancel ) 




Create another document, or open an existing document 

1. If you want to create another document, single-click 
on the word processing icon in the Button Bar. 

2. If you want to open a document you already created, go to the File 
menu, choose “Open. . and you should see the document’s name 

in the list. Double-click the name. (Or check the “Recent Items” tab in 
the “Starting Points palette, as shown on page 112.) 



Open: ApplcWorks 6 



From: ..i Documents 



3 



1 m Desktop 

■j$ Library ► 

^ Movies ► 

Ltf Musk r- 

10 Pictures P 

0 Public p 

(3 Sites ► 

5 ^ Tape 

t i 4 •mrirUH fntrUr ^ 

I * 


1 pi AppleWorks User Osu P L 






1 fax Info.cwk R 

s pi FAXstf X User Data P 1 

1 Italian Man ..es To Malta I 

[ pi fTunes ► j 

i ^ Kauai notes.cwk | 

IT ^ SFMUC presentauon.cwk j 
» ^ tesi.cwk ’s 




[ These are the files currently in 
^ the ''Documents” folder. Your 
[ saved file should be in this list. 
: Double-click a file name to 
: open the file. 



Tip: You don't have to 
close one document 
before you open 
another! You con hove 
dozens of documents 
open at the same 
time. They will all be 
listed in the Window 
menu in AppleWorks. 



If you made a terrible mistake 

If you did something terrible to the document, like perhaps you selected everything 
and accidentally deleted it, do this: 

From the File menu, choose “Revert.” This will revert the document back 
to the way it was the last time you saved it. That means if you didn’t save 
the document recently, you are out of luck. Save often, sweetie. 
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Quit the application 

You don't have to quit right now, if you want to continue on with the exercises 
in this section! Or you might want to practice quitting, then you’ll just reopen 
AppleWorks when you are ready to read the next chapter. 

It’s important to understand exactly what happens when you quit. You see, when 
you close the document, you are essentially putting that one piece of paper away, 
but the word processor itself (the typewriter) is still on the desk. Now, it might look 
like you put the word processor away because when you close the document, you 
see the Desktop, as if nothing is there. But trust me, that typewriter, I mean word 
processor, is still sitting in the Macintosh memory (desk), taking up space. It does 
not go away until you quit. 

To quit the application: 

Go to the File menu and choose “Quit.” 

Or use the keyboard shortcut. Command Q. 

Or press and hold the AppleWorks icon in the Dock, then choose “Quit” 
from the menu that pops up. 




While an application 
is open, a small 
black triangle 
appears beneath its 
icon in the Dock. 




To know whether an application is still open or whether you really did quit, check 
the Dock. If it shows a small black triangle beneath the icon, then you didn’t quit 
and the word processor is still open. If you see the triangle, press (don’t click) the 
icon in the Dock, then choose Quit from the menu. 
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On the Desktop, find the document you just created 

So you saved and closed the document, and you quit AppleWorks, and now it is the 
next day and you want to read that letter again or maybe make some changes to 
it Where is it? Well, it should be in the Documents folder in your Home window, Documents 
where everything goes by default. This is a good thing for a while, because you This is what the 

can always go there and find whatever it was you created. Later, when you feel Documents folder 

more comfortable working with your iMac, you will want to start creating dif- 
ferent folders for different projects and saving your documents directly into those ^ 
specific folders. 

To find your document all you have to do is look inside the Documents folder. Look If you can't find your 

for it in your hard disk window. document, see Chapter 

' 24 to use Sherlock 

To open the Documents folder: it for you. 

1. Open your hard disk window. 

2. Single-click the “Home” button in the open window’s Toolbar. The 
window will change to show the contents of your Home folder. One of the 
items in your Home folder is the Documents folder which contains icons 
of every document you’ve made so far, as well as folders. 

3. Double-click the Documents folder to see its contents, as shown below. 
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A few guidelines from Robin 
for creating professional-level text 

Here are some basic rules for creating type on your iMac. Your iMac is not a type- 
writer. You have to let go of the rules you either learned from a typing teacher or 
from someone who grew up on a typewriter — it’s different when you are setting 
professional-level type on a Macintosh computer. Trust me. I was trained as a 
medical secretary and I was trained as a typographer, so I am well aware of the 
differences between the two. 

■ One space after periods. Really. 

■ One space after colons, semicolons, question marks, exclamation points, 
and all other punctuation. 

■ Periods and commas always go inside of quotation marks. Always. 

(In America.) 

■ Question marks and exclamation points go inside or outside quotation 
marks depending on whether or not they belong to the phrase inside 
the quotes. 

■ Professional type does not use the half-inch or five-space indent that we 
used on typewriters. The correct space is equivalent to about two spaces. 

■ Use an indent for new paragraphs, or use space between the paragraphs, 
but not both. 

■ Learn to use your software to set about a half-line space between 
paragraphs, instead of hitting two Returns. 

■ Read The Mac is not a typewriter. 

■ If you discover you like this typesetting stuff and want to learn much 
more about how to make your type beautiful and sophisticated, read 
The Non-Designer’s Type Book, by me. 



132 




Make a Simf /-€. 

Datalaj-^. 



‘•p 

A database is like a really fanq' recipe card box, like the kind in which you might 
store recipes, addresses, baseball cards, or dues-paying membership information. 
But in a database you can do a lot more with the information than you can with 
the recipe cards. 

In this chapter we’re going to create a new, blank database to serve as an address 
book. Just follow the steps in this chapter and in a couple of minutes you’ll have 
an address book you can use for years. If you like working in a database, there are 
entire books that will teach you much more, and you can build directly on the 
database you create right here. Even without reading anything else, you’ll be able 
to make another database for any other collection of information you happen to 
have, such as research data, personal possessions, scout troop members, etc. 



This is a very simple 
database that took 
about five minutes to 
build. You can add to 
it, change it, rearrange 
the layout, search it, 
print labels with it, 
and much more. 



eoe 






Records: 




Unsortcd 






li 


Q. 




h. 


1 



My Address Book.cwk (OB) 



First Name Ull Last Name Ratz 

Address P.O.Box 23465 
City Santa Fb 
State NM zip B7502 

Home Phone 

Work Phone 505-438-9761 
Cen Phone 505-424-1115 
Fax 505-424-1215 
email Ud(9Ui1slntBiTietCa1e com 
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Get ready to make a database 

Now, you might be in one of four different situations, depending on whether 
you’ve been following along or not. Choose the situation you’re in and follow the 
directions: 

A. You just finished the word processing exercise and the letter 
is still on your screen. 

1 . Save this letter once again: press Command S. 

2. Click the red Close button in the upper-left comer, 

or use the keyboard shortcut Command W (W for Window). 

B. You finished the word processing exercise, saved and closed it, 
and didn't quit AppleWorks. In the far-left comer of the menu bar, 
it says AppleWorks (to the right of the blue Apple logo). 

O You are exactly where you need to be! Don’t touch anything. 

Go to the top of the next page (in this book). 

C. You finished the word processing exercise, saved and closed it, 
and didn't quit AppleWorks. BUT in the far-left comer of the 
menu bar (to the right of the Apple logo), you see the name of 
some other application. 

1 . In the Dock, find the AppleWorks icon. Single-click it. 

2. After you click the y^pleWorks icon, the “Starting Points” palette 
and the Button Bar should appear at the top of the screen. 

Go to the next page (in this book). 

0. You skipped the word processing exercise, or you turned off 
your computer and came back later, and AppleWorks is not 
open on your iMac. 

1 . Open ^pleWorks just like you did the first time: Single-click its icon 
in the Dock. 

(Or go to the Applications folder, then open the AppleWorks folder. 

The AppleWorks application is inside the ^pleWorks folder! 
Double-click the ^pleWorks application icon.) 

2. Click the “Database” icon in the “Starting Points” window. 

3. Go to the next page (of this book), butJ/&^ the first st^ because 
you just started a new document. 
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Create a new database document 

1 . If you do not yet have the beginning of a database on your screen (as shown 
below, under Step 3), single-click the Database button in the Button Bar 
(circled, below). 

AppleWorks Button Bar 



2. When you start a new database, the first thing you see is the “Define 
Database Fields” window (shown below). 

A database is filled with “fields” in which you will (later) enter informa- 
tion. What you need to do here is name the fields that you plan to include 
in your address book, such as First Name, Last Name, Address, City, State, 
etc. When you’re done, each of these “Field Names” will have a space in 
which to enter the appropriate information. 

3 . So type “First Name” in the Field Name edit box, as you see in the example 
circled below. 




— continued 
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4 . Click the “Create” button. This puts the field name in the list (shown 
below), and AppleWorks automatically asks what you want the name of the 
next field to be. In the next one, type “Last Name,” then click “Create.” 

Tip: You always want to have separate fields for first names and last 
names because the computer alphabetizes by the first letter in the field. 
If you have both first and last names in one field (such as “Robert 
Bums”), you’ll get an alphabetized list by first names, which isn’t 
useful very often. If you enter the last name, comma, first name 
(“Bums, Robert”) then your mailing labels will print exactly that, 
which is kind of dorky. 

So always set up one field for first names and one field for last names. 

5 . Continue adding fields until you have all the ones you need for an address 
book, until you get to the zip code. 



6. When you get to the zip code, do an extra step: 

Notice to the right of the “Field Name” is “Field Type” (circled, below). 

A field type will help you automatically format the data stored in that field. 
For instance, if you were to choose the field type “Time,” the database 
would automatically enter the time, and it would be formatted to specific- 
ations that you can set up. 

So for the zip code field, press on the “Field Type” menu (where it 
currently says “Text”) and you’ll get the pop-up menu shown below. 
Choose “Number,” since a zip code is always a number. 



Tip: Set the phone 
number Field Type 
as "Text." If you 
set it as "Number," 
you won't be able 
to use hyphens 
to separate the 
numbers. The 
database software 
considers hyphens 
as text. 



Define Database Fields 



Field Name: 



Field Type: 



First Name 


Text 




Last Name 


Text 




Address 


Text 




City 


Text 




Slate 


text 








Field Name: jzip 


j^Field Type] 


^1 1 !■« 


f "<■ ( Modify 


^ f Delete 




atS Type4rieldnameandclickCre«te,or select 8 field, make I 


Time 


vi/ changes, and then click Modify. 




Name 



Notice the other Field Type options you 
have! There are too many options to 
explain in this book, but if you like the 
idea of a database, learn more with 
the book from Peachpit Press titled 
AppleWorks 6 for Macintosh and Windows: 
Visual QuickStart Guide, by Nolan Hester. 



Popup Menu 
Radio Buttons 
Checkbox 
Serial Number 
Value Ust 
Multimedia 
Record Info 
Calculation 
Summary 
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7 . Continue to add any other fields you might want in your address book. 
Make sure you change the “Field "type” back to Text (or whatever type 
you need) for any additions after “zip code. ” 

8. When you have added all the fields you need, click the “Done” button. 
(You can always add, delete, or modify fields at any time, even after you 
save the database.) 

After you click “Done,” you will see the database. It looks like this: 



® O© 



My Address Book.cwk (DB) 






Records: 



Unsorted 



H 


0 


It 





First Name 

Last Name 

Address 

City 

State 

Zip 

Home Phone 
Work Phone 
Cell Phone 
Fax 
email 



u 



) 






Each one of these 
gray -bordered boxes 
is a "'data field” 



Tip: If you clicked 
somewhere and 
everything turned 
black or another color, 
click once in the right- 
hand area where the 
"data fields" are. 



The labels are 
the ”name fields” 



9 . Before you start entering data (typing information), save this 
document! 

Go to the File menu, choose “Save As. . and name this database. 

10. Now turn the page of this book and start entering data. 
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Tip: If you 
acddentally hit the 
Tab key too many 
times, hold down the 
Shift key and tap the 
Tab key; it will move 
the insertion point 
upward through 
the fields. 



Enter data into the database 

Your next task in a database is to “enter data,” which means to type in the infor- 
mation. It’s so easy. 



To enter the first address: 

1. Click in the “First tiame” field You should see the insertion point 
flashing, which is your visual clue that the computer is ready for 
you to type. So type the first name of the person whose information 
you want in your database. 

2. Now, you could pick up the mouse and click in the next field, the one 
for “Last Name.” But the easier thing to do is hit the Tab key, which 
will send the insertion point to the next field. 

So hit the Tab key, type the last name, then hit the Tab key again. 

3 . Continue through the rest of the fields, typing and tabbing. If you 
don’t have information for one of the fields, just skip it (Tab twice). 
You can always come back next week and fill it in, or change or delete 
any information. 



After everything is filled in, your database should look something like this: 



eoe 



My Address Book.cwk (DB) 







1 





Records: 

I 



Unsorted 





Q. 


l!i 


11 



First Name 

Last Name 

Address 

City 

State 

Zip 

Home Phone 
Work Phone 
Cell Phone 
Fax 
email 



pr 



fRatz 



;P.O. 00x23455" 



[S^laFB 



NM 

B75D2' 



p5-43ff-g75Tl 
5Q5-4?4- 12l5i 



|Ufi(aUris^temefq 



lfB.ODfT( 



d 






I didn 7 know UrVs home 
phone number, so I left it 
blank. It's okay to leave 
fields blank. 
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Make more records 

This one collection of fields for one person is called a “record.” Your database 
can have hundreds or thousands of records in it. Each individual record is sort of 
like one recipe card. 

To make another recordt 

1. Go to the Edit menu and choose “New Record,” or press Command R. 

2. The new record will be added directly after the record you are currently in. 

Format the fields 

You can change the typeface, size, placement, etc., of any field name or of the data 
in any individual field. This is called “formatting.” 

To format the name helds: 

1. From the Layout menu, choose “Layout.” 

2. In the record, click on a field name, such as “City.” 

3. To select the rest of the names, hold down the Shift key and click on any 
of the other name fields that you want to have the same typeface and size. 
When you’ve selected all, let go of the Shift key, but don’t click anywhere! 

4. From the Format menu, slide down to “Font,” then out to the side and 
pick a font (typeface) you like. 

5. Click anywhere to deselect the name fields. 

To enter more data, go back to the Layout menu and choose “Browse.” 

To format the data fields: 

1 . Follow the same directions as above (choose “Layout” from the Layout 
menu), but this time select the fields themselves: Click on the field data, 
the box where you actually type the text. 

2. Hold down the Shift key and click on any of the other data fields that you 
want to have the same typeface and size. When you have them all selected, 
let go of the Shift key, but don’t click anywhere! 

3. Use the Format menu again to format the information. 

4. Click anywhere to deselect the data fields. 

To enter more data: 

Go back to the Layout menu and choose “Browse.” 



■ ■ 

City 

■ ■ 

This is what a name 
field looks like 
when you select it. 



This is what the data 
field looks like 
when you select it. 
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This is the 
''Layout view. 



This is the 
'^Browse” view. 



Change the layout 

You can rearrange the name and data fields, and you can resize them. 

1 . From the Layout menu, choose “Layout.” 

2. Press in the middle of any field (name or data), and drag it to a 
different position. You can hold the Shift key down and click 

on more than one field to select a group, then let go of the Shift key 
and move the entire group. 



State 




Press-and-drag in the middle 
of a field to move it. 



3. Resize any field: Click once on it, then position the tip of the pointer 
in one of the tiny, square handles that appears. Press-and-drag any 
handle to resize the field. Try it. 




Press-and-drag the handle 
of a field to resize it. 



Rearrange your database into a more pleasing and sensible order. 



, eo e 


My Address Book.cwk (OB) 






□ 




, . 1^ . , .,~iyT!. , T«. . , 


■ ■ ■ 1^. . ■ ■ 





rf 



HrsI Name 
Address 
aiy 
Stale 



FfStName | Last Maine [Iasi Name 



Address 






^ge~| zip l^p I 



Home Phone 


Home pnon^ 




Work Phone 


wortcKnone 1 


i 


Ceil Phone 


CBlf^nOTB 1 




Fax 


Fax 1 




email 


emai | 


>w 



ptsi 



i Pay 1 






From the Layout menu, 
choose ''Layour to 
format text or to 
rearrange data fields 
and name fields. 



eee 



a 



Records; 

1 



H 



My Address Book.cwk (DB) 



First Name IM Last Name Ratz 

Address P O. Box 23465 
City Santa Fe 
State NM Zip 87502 

Heme Phone 

Work Phone 505-438-9761 
Cen Phone 505-424-1115 
Fax 505-424-1215 
email UflOUrisIntefnetCate com 



d 



This is a more 
logical placement 
of fields than what 
automatically 
appears (as shown 
on page 138). 
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Make a list of the records 

I find it helpful to view the records as a list. That way I can see a whole collection 
at a glance. You can enter data while it is in a list view. 

1 . From the Layout menu, choose “List.” 

2. To rearrange the columns, press-and-drag any column heading 
to the left or right, then let go. 

3. To resize the width of any column, position the cursor directly 
on the dotted line between two column headings (as shown below). 

The cursor turns into a two-headed arrow. With this cursor, +|+ 
press-and-drag to the left or right to widen or narrow a column. 



Press-and-drag in the middle of any 
column heading to move the column. 



©oe 






My Address Book.cwk (CB) 



Records: 

8 



nr 



[Last 

TS5 



Pairicia 

iJinSFimDn" 

m 

|3mmy ' 



Scadett 

[■ay 



I Address 



'Wiiams 
’WfflWTO” 
■ Wfams 

— 



VWSins” 

KiyS” 



P.O. Uox2a46b" 

rf79B“IIexiriglOT ' 
|3544:-MuffryCii- — 
i2f2gi~FallenlJBar^^ 
TrTaepForie"PQla 
T5!6 Noofcrv^y 



2T73a^Karay Dr. 






Press-and-drag between 
columns to resize them. 



Santa Pe 
S^ Jose' “ 
■ iNBvTVdfR 
FrembhT 
jPorHancl 



SaiS"Fe- 



too 




The field names become the 
column headings. 
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Tip: If you don't enter 
data exactly the same 
way every time, then 
your sort won't work 
very well. For instance, 
if you enter McCoy (no 
space) or Me Coy (with 
a space), the name 
with the space will 
be sorted before the 
name with no space 
(in computerized 
alphabetizing, spaces 
come before letters). 

Capitol letters are 
sorted differently from 
lowercase, abo, so 
Penelope vonSchnitzel 
would come before 
Abigail VonSchnitzel if 
you sort by last names. 



Sort the information in your database 

Once your database is set up, you can sort (organize) the information in a number 
of ways. If you don’t have enough records to organize in your file yet, take a 
moment to add a few more. Then experiment with sorting. 



1 . From the Layout menu, choose “Browse” or “List.” 

2. From the Organize menu, choose “Sort Records. . . .” 

You’ll get the “Sort Records” dialog box, as shown below. 

3 . The “Field List” on the left contains every field in your database. Select 
the field you want to alphabetize by (such as “Last Name”), then click 
the “Move” button. 



Field Ust: 



First Name 

Address 

City 

State 

Zip 

Home Phone 






Sort Order: 



Dear 



f^>> Move >>^ 
f Cancel ^ 



0 Ascending order 
I k. O Descending order 






You can sort 
by a number 
of fields: The 
computer will 
start with the 
first field, then 
sort the next, 
and so on. 



Click a Field name, then click 
the “Move" button to move the 
Field name to the “Sort Order" 
box (on the right side). 



Choose to sort your database 
results in Ascending or 
Descending order. 



Maybe you have a lot of people with the same last name, like your entire 
family. If you move “First Name” over to the “Sort Order” box under 
“Last Name,” then the iMac will first alphabetize all the last names, 
and then alphabetize all the first names within that group. So “Gerald 
Williams” will be in the list before “Patricia Williams.” 

4 . When you have arranged your sort orders, click OK to go back to your list, 
which is now organized per your request. 

So think of it — you can sort by city, then by last name, then by first name. Your 
database will then display all of your information organized by city, with people’s 
names alphabetized within each city. The possibilities are amazing. Enter a 
whole bunch of records and experiment. Enter your entire music CD collection, 
then organize them by genre, artist, and recording date from oldest recording to 
newest. 
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Find certain records 

Often you will want to select, or find, just certain records. For instance, maybe 
you want to find the clients who live in a certain city or who owe you money. (Of 
course, if you want to find the clients who owe you money, you must have set up 
the database with a field for that information in the first place.) 

1 . From the Layout menu, choose “Find.” 

2. You see what looks like a blank record (shown below). Type the data 
you want to find in the field you want to find. For instance, if you want 
to find all the people with the last name of Williams, type “Williams” 
into the “Last Name” field. 

If you want to find all the people named Williams who live in the city 
of Santa Rosa, type “Williams” in the “Last Name” field, and type 
“Santa Rosa” in the “City” field. 

(If you want to find all the people who owe you more than $150 and 
you previously set up a formula field to figure that out, use the “Match” 
feature, under the Organize menu.) 

You can fill in as many fields as you need to narrow the search down 
to just what you want to find. 

3. On the far left, click “All” if you want to find records within your entire 
database, or click “Visible” if you did a previous search or match and 
want to find files within that selection. 

4. After you do a search, you probably want all of your records back. From 
the Organize menu, choose “Show All Records.” 



0 0 0 My Address Kook.cwk (DB) 




This is how you "find" a selection of records in your database. 
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Print your database 

Of course you can print any of the information in your database. Often you will want 
to limit the records you print by first finding or matching certain criteria. When 
you print, only the visible records (the ones you found or matched) will print. 

1. If you want to limit the records, find or match the ones to print, 
as explained on the previous page. 

2. From the Layout menu, choose “Bro^^«e” if you want to print the data 
as the record displays it, or “List” if you want to print a list. 

3 . If you’re printing a list, the fields might stretch across several p^es. To 
check before you print, go to the Window menu and choose “Page View.” 

You will get a preview of how your database will look on the printed 
page. You might need to enlarge the window as large as possible (drag 
the Resize comer in the bottom-right of the window). Or click the little 
mountain icon (in the bottom-left comer of the window) to reduce the 
picture on the screen. 

Directly in this preview window you can make the columns narrower and 
rearrange them so things fit on the page better (as you did on page l4l). 

4 . From the File menu, choose “Print. . ..” You might have to experiment 
with various arrangements in the preview window to get the printed 
results you want. 
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A spreadsheet is a very interesting and useful program. It lets you work with 
numbers and formulas and then play with the possibilities. It can automate just 
about any sort of scenario you want to create with numbers, such as the various 
options in a mortgage payment, the variety of discounts and taxable options in 
an invoice, the ups and downs of your income, and so much more. A spreadsheet 
is a very versatile program to have on your computer. And it does a lot more than 
crunch numbers — you can easily make forms, signs, calendars, tables of data, 
to-do lists, and more. 

In this chqjter. I’ll show you the basics of working in a spreadsheet. Once you get the 
hang of just a couple of key features, you’ll have fun creating all kinds of stuff. 



0 0 0 Frogs R Us.cwk (SS) 


010 |tI&|X|v| =SUM(D4..DH) 1 


Frogs R Us Web Design 

J. SmKh $1,400 S 

0. Jones $52,000 jK 

F. OtVarges $50.00 , 

J. Hicks $650.00 ^ 

H. e*99it $900 

1 


— 


A 

▼ 


1 100 






IHIIIIIBH 


w 
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Get ready to create a spreadsheet 

Now, you might be in one of four different situations, depending on whether 
you’ve been following along or not. Choose the situation you’re in and follow the 
directions: 




This is the 
“^eadsheet" button. 



A. You just finished the database exercise and that file is still 
on your screen. 

1. Save this hie once again: press Command S. 

2. Click the red Close button in the upper-left comer, or use the 
keyboard shortcut Command W (W for Window). 

3. Click the “Spreadsheet” button in the Button Bar. 



B. You finished the database exercise, saved and closed it, 
and didn't quit AppleWorks. You still see the Button Bar. 

O You are exactly where you need to be! Click the “Spreadsheet” 
button in the Button Bar. 



c. You finished the database exercise, saved and closed it, and did not 
quit AppleWorks. BUT you don't see the AppleWorks Button Bar. 

1. Find the ^pleWorks icon in the Dock. Single-click it. 

2. After you click the ^pleWorks icon, the “Starting Points” window 
and the Button Bar will appear at the top of the screen. 

Click the “Spreadsheet” button. 

D. You skipped the database exercise, or you turned off 

your computer and came back later, and AppleWorks is not open 
onyouriMac. 

1. Open ^pleWorks just like you did the first time: Single-click 
its icon in the Dock. 

(Or, go to the Applications folder, then open the AppleWorks folder. 
The y^pleWorks (^plication is inside the ^pleWorks folder! 
Double-click the AppleWorks application icon.) 

2. Click the “Spreadsheet” icon in the “Starting Points” window. 

3. Go to the next page (of this book). 
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Create a spreadsheet document 

Let’s make a simple spreadsheet to become familiar with how a spreadsheet 
functions. It’s a little different from other programs you’ve worked with. 

Columns, rows, and cells 

What you see on your screen, as shown below, is basically a huge sheet of grid paper. 
Across the top are the alphabetic column headings. 

Down the left side are the numeric row headings. 

Each tiny block on the page is a cell. 

Each cell has an address, which is the intersection of the 
column and row. In the example below, the selected cell’s 
address is B2 because it is in column B and row 2. 




Column headings. 



untitled (SS> 



The selected cell 
has a dark border 
around it. This is 
cell B2 because it 
is in column B 
and row 2. 



Row headings. 
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F . 


0 


H J 


=! 

B 
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L_ 1 








j 1 





















1 

i 


; 






1 






1 


i 




A 








T 



B / uii a iia sli. P 2 bU sidiaia m 



Top Border Adds a solid border to the top edge of selected cells, i 



When a spreadsheet is open and active, the Button Bar changes to show 
buttons specific to spreadsheets. Hover the pointer over a button and that 
button *s 'Help tag” will appear, as shown above. 
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Entering data into the cells 

At first, the oddest thing about a spreadsheet is that when you select a cell and try 
to type something into it, nothing seems to happen — the text does not appear in 
the cell. The text you type actually appears in the entry bar, above the spreadsheet 
itself, as shown in the example below. Try it: Click in cell B2, then type Frogs R 
Us Web Design. The text will appear in the entry bar. (Make sure you click in 
cell B2 or the rest of this exercise won’t work!) 



,000 untitled (SS) 




It doesn’t look like the text will fit into that tiny cell, and it won’t. But in a spread- 
sheet, as opposed to a database, the text will just go right through the cell into the 
next one, as long as the next one is empty. 

To make the text appear in the cell, you have to enter it: hit the Enter key 
(on the far-right, bottom end of your keyboard). Then it will look like this: 




Click in any other cell and that thick selection border will move to that cell. 

Now experiment with this feature of a spreadsheet: Click on the word “Design,” 
which looks like it is in cell C2. Does the text appear in the entry bar? No, because 
cell C2 is actually empty. Even though the text spills over to C2, it is entered into 
cell B2, and if you want to change the data, you have to select cell B2. 



Tip: There are a number of ways to enter the data into a cell, depending 
on which key you press to enter the data: 

Return key: Enters data and automatically selects the next cell downward. 
Tab key: Enters data and automatically selects the next cell to the right 

Enter key or click the check mark in the entry bar: Enters data and keeps 
the same selected celt selected. 
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Format the spreadsheet text 

Go ahead and format that text. Just like in the word processor and the database, you 
have to select the text first, then choose your formatting, right? In a spreadsheet, 
you select the text by selecting the cell in which it is entered. 

1. So click once on B2. 

2. Now go to the Format menu and choose a font, size, and color. 

For this example, choose the font Impact and the size 24. 

Oops, it doesn’t fit, does it? 



©00 


untitled (SS) 




B2 


HiSejxj V Frogs R Us Web Design 




A 


Z 1 D 1 i i 




1 












t'nisrsnif iia wilipli 




3 








4 









That’s okay, let’s just open up that row. 

3. Position the spreadsheet cursor ( c§i ) in the row heading {not on the 
spreadsheet page) directly on the line dividing two numbered rows, as 
shown below. The cursor will change to a two-headed arrow. While it’s the 
two-headed arrow, press-and-drag the line downward until the text fits in 
nicely. You might want to leave a little extra space at the top so the title is 
not too close to the top edge of the cell. 



©00 


untitled (SS) 


1 


B2 


& X v| Frogs R Us Web Design 




A 1 


Vl C 1 D 1 E 1 


1 








! 


Frogs R Us Web Design 




\j- 


j - •••! I i- 



Position the cursor directly If you like, also drag the right side of 

on this dividing line, then column heading A to the left or right, 
drag downward. depending on how far away from the 

left edge you want the title. 



4. Save the spreadsheet! From the “File” menu, choose “Save As. . . .” 
Name the file “Frogs R Us.” Save the file in the “Documents” folder. 
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Add a graphic to the spreadsheet 

1. From the File menu, choose “Show Clippings.” You’ll get a floating “palette” 
with a variety of images, called clippings, as shown below. 

Click on a tab at the bottom of the palette to see the different categories of 
graphics. Scroll up and down to see the images. Drag the title bar to move 
the palette around. 



Click on a tab to 
display the images 
in that category. 




gippthgs 



dragonny 



elephant 



Click the arrow 
tab to display 
more categories. 



flamingo 



Animals 



2. For this exercise, click the “Animals” tab. Scroll down the images 
and find the frog. 

Press on that frog and drag him to your spreadsheet; let go and 
he will drop right on the page. You’ll see “handles” on each comer 
of the graphic; the handles indicate the graphic is selected. 




3 . Resize the frog: Hold down the Shift key, then drag a comer handle 
to make it smaller. 

4. Flip the frog if you want to: While the frog is still selected (click once on 
him if it’s not), go to the Arrange menu and choose “Flip Horizontally.” 

5 . Move the frog: Press in the middle of the gr^hic and drag it into the 
position shown above. 

6. You can put the Clippings palette away now (click the red Close box). 
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Add names and numbers to the spreadsheet 

Now that you’ve got a fun start, put some numbers in. Let’s pretend this is a list 
of web design clients who owe you money, and you want to see the total of how 
much money they owe. You need a list of names and amounts. 

1 . Click in cell C4. 

2. The entry bar is ready, waiting for you to type. Type the name of someone 
who owes you money — but don ’/ hit the Enter key yet! 

3. Instead of using the Enter key, use the Return key this time. 

This will enter the data and select the next cell below C4. 

(If you already hit the Enter key, don’t worry. Select cell C5 now.) 

4. Enter another name, then hit Return. Add three more names this way. 

It should look something like this: 




5. Next align those names to the right so they will be next to the 
numbers you are going to enter. To do that, select all the cells with names 
in them: press-and-drag from the first name to the last name. The selec- 
tion will look like the example below. You just selected a “range” of cells. 

6. From the Format menu, slide down to Alignment and choose “Right.” 
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Notice that when 
you select a range 
of cells, only the first 
cell has a selection 
border around it, 
while the rest are 
highlighted. That's 
okay — that's what 
it does. 
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7 ■ Make a Simple Spreadsheet 



If any of your 
numbers look like 
this, it just means 
the column is too 
narrow to display the 
number properly. 
Widen the column. 



Tip: You can also 
double-click on any cell 
(arrange of selected 
cetis) as a shortcut 
to open the "Format 
Number, Date, and 
Time" window. 



Now enter the numbers and format them. 

1. Click in cell D4. 

2. Type the amount this person owes you, but don ’t use a dollar sign or 
commas. Type just the number (decimal points are okay). 

3. Hit the Return key. Enter the next amount. Continue down the column. 
The numbers should look something like you see below. 
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4. You need to format the numbers into dollars. First you must select them. 
This time, try selecting this way; 

Click in the first cell in the number list; hold the Shift key doum; 
click in the last cell of that list (then let go of the Shift key). When you 
hold the Shift key down, everything between the two clicks is selected. 

5. From the Format menu, choose “Number. . .” to open the “Format 
Number, Date, and Time” window, as shown on the opposite page. 

You’re going to choose to format the numbers as “Currency,” which 
will automatically apply the dollar sign. And you’re going to choose 
how many numbers you want to appear after the decimal point, which 
is called “Decimal Precision.” For instance, if you enter “2” in the 
Decimal Precision edit box, that means any number in the cell will always 
display two places after the decimal point. (If you enter more numbers 
after the decimal point, the computer will round them off to two.) 

If you want the currency to display in whole dollars (no cents), change 
the 2 to 0 (zero, not the letter 0!). It’s up to you. If you choose zero, any 
cents that may be in the cells will be rounded off. 
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Format Number, Date, and Time | 
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^ Numbe^ j Currency 
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! 

1 




0 f Apply 5 f Cancel ^ 




W 



a. Click in the “Number” radio button. 

b. Press on the Number pop-up menu and choose “Currency.” 

c. Check the box to “Show Separators for Thousands,” which will 
add commas in the proper places. 

d. Enter “0” (zero) in “Decimal Precision.” 

e. Click OK. 



6. After you click OK, take a look at those numbers! 







$1 , 4001 

$52.000l 




$ 900 
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7 ■ Make a Simple Spreadsheet 



View the spreadsheet without the grid and headings 

Let’s take a quick look at how this looks without all the stuff around it. 

1. From the Options menu, choose “Display. ...” 



Display 


1 8} Cell Grid 

i 0 Solid Lines 
\ □ Formulas 

i 

{ 

1 

3 


^Column Headings j 

@ Row Headings i 

H Mark Circular Refs 

1 

j 


1 Ch 


( Cancel ^ 





2. Uncheck “Cell Grid,” “Column Headings,” and “Row Headings.” 
Click OK. 

Your spreadsheet will look something like this: 




3 . Thm the cell grid and both headings back on so we can finish the project: 
Go back to the “Display” dialog box (choose it from the Options menu) 
and click those three boxes. 
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Add a function 

Mathematical formulas and functions (functions are complex formulas) are 
integral parts of a spreadsheet. They enable you to speculate with the numbers. 
AppleWorb provides you with a huge number of pre-made functions that you just 
add the details to. We’re going to use a very simple function, called Sum, to total 
how much these people owe you. (If you want to know more about functions, read 
the AppleWorks Help file; choose it from the Help menu in AppleWorks.) 



You could use a simple formula, such as =D4+D5+D6+D7+D8 for your project, 
but it’s faster and easier to use the function that is already set up. 

1. First, format the cell in preparation for the number you’re going 
to put into it: 

Double-click on the empty cell DIO to get the number format 
dialog box. 

Choose “Currency,” “Show Separators,” and the same “Decimal 
Precision” you set in the other cells. 

Click OK. 

2. Now put the Sum function in the selected cell DIOj 

From the Edit menu, choose “Insert Function. ...” 

Type “su” to select the Sum function quickly, or just scroll down the 
list, admiring all the things you could do if you knew what the heck 
they were. Single-click on “SUM(number l,number 2. . .)” to select 
that function. 



Tip: To enter your own 
formula, just type an 
equal sign in the cell. 
Then click in the celb 
whose data you wont 
to odd to the formula. 
Be sure to hit the 
Enter or Return key 
as soon as you finish 
the formula! 



3 . Click “Insert. ” Now don't touch anything! 




Note: With functions 
and formulas you con 
do all kinds of things 
with numbers. 

You could hove one 
cell add the numbers, 
subtract the percentage 
you owe your agent, 
and odd the tax. Or 
you could create a 
"lookup table" where 
the cell would look 
up a chart and odd a 
percentage based 
on the individual 
amounts owed, or 
odd penalties doily. 
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7 ■ Make a Simple Spreadsheet 



The reason I yelled “Don’t touch anything” on the previous page is because once 
you put a function in a cell or type an = sign to start a formula, everything you 
click on becomes part of the formula. It can make you crazy. So follow these 
directions carefully. If weird things happen, like strange stuff starts appearing in 
your entry bar, click the X in the entry bar and start over, selecting cell DIO. 

If things are going smoothly, you should see the function you selected in the entry 
bar. You need to substitute the “arguments” in parentheses (the first number, the 
second number, etc., that are to be added together) with the actual cell addresses 
that you want to add together. 

4. So press-and-drag to select everything between the parentheses, like so: 



Select this became 


e 0 e 
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5. While it’s selected, />resy (don’t click!) in cell D4 and drag to D8, which 
will enter those cell addresses into the formula. The numbers in those cells 
will be summed. Before you touch anything else, hit the Enter key (or 
click the checkmark in the entry bar). Your entry bar should look like this: 



©00 
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J DIO 


=SUM(D4..DB) 


1 


1 B 1 c 1 TT— 1 



And cell DIO should have the sum total of the money you are owed. 

range: A range of cells 6. Change the amount someone owes you, enter it, and the sum total 

is any selection of changes instantly. Try it. If you had made a bar chart or pie chart, the 

more than one. It is . . , , . . , , , 

written with two dots “^hart would change instantly when you change data. 

between the first and 
last cell, as you see in 
your entry bar. 

All the cells in a range 
don't have to be in the 
same row or column. 

For instance, you might 
select a range of cells 
like C4..D10. 
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7 ■ Make a Simple Spreadsheet 



Move the data 

Perhaps you decided you put all this information in the wrong place. That’s easy 
to fix. Let’s move the names and numbers one column to the left. 

1 . Select the cells you want to move: names, numbers, and total. 

2. Hold down the Command and Option keys, and click in cell B4. 

Voil^ — all the cell data moved over. 

Now, click once in cell CIO, the cell with the formula, and you’ll notice that the 
cell range changed from the original settings of D4 . . D8 to C4. . C8! That’s a good 
thing because there’s nothing left in D4. .D8. 

That formula you originally entered is what’s called a relative reference, meaning 
it didn’t really refer to D4..D8 specifically; it meant, “Sum the cells that are 2, 
3, 4, 5, and 6 rows above me." So when the formula moved, you didn’t need it to 
add the cells above DIO anymore — you need it to add the cells above CIO. So a 
relative reference automatically changes the cells the formula refers to, according 
to the cell that contains the formula. You can also make absolute cells that do not 
change: see the Help file, under the Help menu in AppleWorks, for details. 

Apply a border 

The borders feature is what makes creating forms so very easy. You can apply a 
border to an individual cell or a range of cells; on any one side or on all sides. For 
instance, you could select cells in a column, such as B4 through B8 and apply a 
left border to make a vertical line. 

For right now, put a border line under the logo. 

1. Select all the cells through which the title extends (in my example, 
that would be B2 through E2), like so: 



iFroBS R Us W eb Design 




2. From the Format menu, choose “Borders. . . 

3. Click “Bottom.” Click OK. 



The border won 7 show up clearly 
while the grid is visible, but take a 
look at the finished example on the 
following page. 



Borders 
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□ Top H 


1 Bottom 



i ^ t Cancel ^ I 
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7 ■ Make a Simple Spreadsheet 



Change the color of cells 



Do one more thing to this spreadsheet: color a cell or two. Colored cells can help 
the organization and clarity of a large spreadsheet. 

1 . Select the cell with the formula (so the total will stand out). 



^..3. 

' n 

/□ 

oo 

ra 

a[7. 



2 . 



3- 



If you don’t see a tool palette on the left of the screen, click the little “Tool 
Palette” button at the bottom-left of the window, next to the scroll bar. 

Single-click this button to display 
the Tool Palette, shown to the left. 

I 




□ Pi 

/ 




, ' > 3. Single-click the “Color Palette” button and choose a color (below). 



This is the Color Palette button. 
Click on it and the collection of 
colors will appear. Click on any 
color to apply it to the selected cell. 



Or, from the Windows menu, choose “Show Accents.” Click on a color 
in the “Accents” palette to apply it to the selected cell (below). 



Click here, then click a 
color from the palette. 
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Afid this is your finished spreadsheet! 
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Make a 




Paint programs are too much fun. Don’t worry if you think you can’t draw or 
paint — this is a fun exercise to walk through,WOT if you never plan to use this 
part of the application. Paint a monster because-lhen oo one can say it doesn’t 
look like a monster, whereas if you try to paint a rose, you might not be very happy 
with your results (unless of course you really are a paintei^ like John)., , , 

So don’t be intimidated; jump right in and follow the directions. Whether you ever 
plan to paint things or not, you will learn a lot more about your computer, and 
you will feel more comfortable and powerful. 

If you like painting like this, explore more on your own. I can’t tell you everything 
about this program in this short chapter, but AppleWorks has a great Help section: 
While the program is open, go to the Help menu and choose “^pleWorks Help.” 
Click on the topics you want to learn more about, or type in the name of a topic 
you are looking for. 



8 ■ Make a Simple Painting 



Get ready to paint 

Now, you might be in one of four different situations, depending on whether 
you’ve been following along or not. Choose the situation you’re in and follow the 
directions: 




A. You just finished the spreadsheet exercise and the spreadsheet 
is still on your screen. 

1. Save your spreadsheet (if you want): press Command S. 

2. Click the red Close button in the upper-left comer, or use 
the keyboard shortcut Command W (W for Window). 

3 . Go to the next page in this book. 

B. You finished the spreadsheet exercise, saved and closed it, and 
didn't quit AppleWorks. You still see the Button Bar. 

O You are exactly where you need to be! Go to the next page. 

C. You finished the spreadsheet exercise, saved and closed it, and 
didn't quit AppleWorks. BUT you don't see the Button Bar. 

1. Find the AppleWorks icon in the Dock. Single-click it 

2. After you click the AppleWorks icon, the “Starting Points” palette 
and the Button Bar will appear at the top of the screen. 

Go to the next page of this book. 

D. You skipped the spreadsheet exercise, or you turned off 
your computer and came back later, and AppleWorks is not 
open on your iMac. 

1. Open AppleWorks just like you did the first time: Single-click 
its icon in the Dock. 

(Or go to the ^plications folder, then open the AppleWorks folder. 
The ^pleWorks application is inside the AppleWorks folder! 
Double-click the ^pleWorks application icon.) 

2. Click the “Painting” icon in the “Starting Points” palette. 

3 . Go to the next page (of this book), but skip the first step 
because you just started a new document. 
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Open a new paint document 

■ To open a new, blank paint document, use the Button Bar; click on the 
“Painting” button with the little palette. 



AppleWorks 6 Painting button is in both the 
Button Bar and the “Starting Points" palette. 




Check out the painting tools 

Along the left side of the screen you now have special painting tools. Try this: 

1. Click once on the paintbrush tool (circled, on the right). ■ 

2. Now position your pointer on the blank document page. 

3 . Press-and-drag the mouse around to draw any sort of shape. 

4 . If you want to undo the last thing you did, press Command Z for Undo. 

Before you make an ugly monster, play with some of these paint tools. They’re 
easy, and they teach you a lot about how other programs work. Follow along on 
the next several pages to experiment. 




The paint Tool 
Palette. 

O o 

lA ¥ 
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Erase anything or everything you just scribbled 

■ To erase part of your image, single-click on the eraser tool. 

Move the mouse over to the document, and press-and-drag over 
the area you want to erase. 

■ To erase everything on the page, double-click on the eraser tool. 




The eraser tool in 
the Tool Palette. 
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8 - Make a Simple Painting 




The paintbrush tool 
in the Tool Palette. 



Dip your paintbrush in a bright color 

From the Window menu, choose “Show Accents” to get the palette shown below; 
click each of the tabs to see the wide variety of textures, patterns, colors, and 
gradients you can paint with. (The fifth tab is for use with the line tool.) Click a 
color or texture to paint with it. 



To move the Accents Palette, drag its title bar. To close it, click the Close button 
in the upper-left comer. 
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Each tab displays a different 
pajie that contanis its own 
collection of colors, patterns, 
or textures. 





Click on a tab to see another palette. 
Be sure to check the 'Palette'' pop-up 
menu, as shown, to see what else is 
available in each pane. 




aoo 
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Experiment! Click various 
tabs in the Accents Palette; 
choose a color, pattern, or 
texture; then scribble away 
with the paintbrush. 
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Get a bigger paintbrush 

1. Double-click on the paintbrush tool. 

2. Single-click on any of those different “brush shapes,” as shown below, 
then click OK. 

3 . Paint with that new brush: press-and-drag on the page. 



Brush Shap e ______ 

Brush Shapes 

■ • / \ I - . ' 1 

■ • / \ I - 



■ •/XI 




Effects: ffiormal 

(?) t 1 ^ j 

Click any of these brush shapes to 
choose it. Click '"Edit. . to change 
the shape of the selected brush. 




Choose an "Effect” here, then draw 
on top of something else. The effect 
will remain in the paintbrush until 
you change it back! 



The trick to painting with your chosen fill and border colors 

Experiment with using these colors and patterns! The trick is you must choose 
the color and/or pattern BEFORE you paint something. So choose a fancy 
fill texture and then paint on the page. Then experiment with painting over other 
items, changing the brush pattern and effect, spray painting, etc. 

You can also choose more than one color and pattern. Select one of those 
black-and-white fill patterns, like this: ^ , then choose a color that you want 
that pattern to appear in. (You can’t change the color of the fancy textures or 
gradients.) 
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□ 

The shape tools 



□ 

o 



The Fill and Pm 
buttons 

Fill 
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Paint using the shape tools 

1. You’re not limited to using the paintbrush. Choose one of the shape tools 
near the top of the Tool Palette, as shown to the left. 

2. Click on the “Fill” button (shown to the left), then choose a pattern, 
color, texture, or gradient for the inside of the shape. 

3. Click on the Pen button, then choose a pattern, color, texture, or gradient 
for the border of the shape. 

Also choose a thickness for the border: click on this symbol 
and choose a thickness. 

4. With the shape tool, press on the page and drag diagonally to create a 
shape. Amazing. 




The regular 
polygon tool. 



Try these special tools 

■ Click on the regular polygon tool. Press and drag — a shape will appear, 
and it will rotate around as you move your mouse. Let go of the mouse 
button to put the shape on the page. Try it. 

Double-click the polygon tool to get a dialog box in which you can choose 
the number of sides you want in the shape. 



a 

The irregular 
polygon tool. 



• Click on the irregular polygon tool shown to the left (I call this 
the spiderweb tool). On the page, don*t press-and-drag — instead, 
click once, then move the mouse and click somewhere else, then click 
somewhere else, etc. Cross over the existing lines, if you like. When you 
have created a shape, single-click directly on top of the first point you 
made, or double-click anywhere and the shape will close itself up. It will 
fill with the pattern or texture you had last chosen. 

Remember, to stop the spiderweb tool, 
click directly on top of the first point 
you made, or double-click anywhere. 
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8 ■ Make a Simple Painting 




Use the spray can tool 

I’ll bet you know what to do: choose the spray can tool. Choose a color and/or 
pattern, then press-and-drag on the page. 

In the Tool Palette, double-click the spray can tool to open the “Edit Spray Can” 
window and change the spray. 



The spray can 
(airbrush) tool. 



Gear Sample Area 



Cancel 



This little icon in 
the Pattern palette 
removes any pattern 
and makes the fill a 
solid color. 



Pour paint into a shape with the paint bucket 

1 . Before you can pour paint, you need a shape to pour it into. So first 

a. Double-click on the paintbrush tool. Choose any 

brush and the “Normal” effect, and click OK. i ” 

b. Then choose a solid color from the color palette, and a 

solid pattern from the pattern palette. — i 

c. Paint a shape, like a monster head. It is extremely impor- T 
tant that the shape be entirely closed (no holes anywhere) 
because if there is the tiniest hole, the paint from the 
bucket will spill out of the hole and spread all over 



2 . 



the entire page. 

Now choose the paint bucket tool; 




3 . Choose any color, pattern, or texture. 



4 . Position the bucket inside the shape that you want to fill with paint. The 
paint pours out of the very tip of the spilling point so make sure the tip is 
positioned to pour inside the shape. 

5. Then just click and the paint will pour into the shape. If you don’t like the 
color, immediately press Command Z to undo (or choose Undo from the 
Edit menu); choose another color or texture, and click again. 




The paint pours 
out of the very tip. 
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I □ P I 

The selection tools. 




I 

The rectangle selection 
tool selects the entire 
rectangular shape. 

ne lasso selects 
just the object. 



Tip: Try the "Pick Up" 
command. First paint 
a shape. Then select 
it with the lasso tool. 
Drag it onto some other 
shape that has a fancy 
pattern. While the 
shape is still selected 
and sitting on that 
other pattern, choose 
"Pick Up" from the 
Transform menu. Then 
drag the shape out to a 
clean part of the page. 
It will have picked up 
the pattern. You gotta 
try it to get it. 



Transform a shape 

Here’s an important technique to experiment with. Take a look at the Transform 
menu (it’s in the menu bar across the top of the screen, not in the Button Bar 
or any palette). All the commands under Transform are probably gray, correct? 
That’s because you must first select a shape that you want to transform (remem- 
ber, select first, then do it to it). You have two selection tools, as shown to the left: 
a rectangular tool and a lasso tool. 

The rectangular tool selects a rectangular shape and picks up any background 
that it encloses. The lasso tool snaps to the exact shape of the object. To see the 
difference, draw a heart on the page with the brush. Then: 

1. Choose the rectangular selection tool. Begin outside of the heart, 
in the upper-left area, and drag diagonally down to the right. 

Then press the pointer in the center of that selected shape and drag. 

See, it drags the entire rectangle. 

2. Now choose the lasso tool. Press-and-drag to draw loosely around the 
heart. When you let go, the lasso snaps to the heart shape. (You don’t even 
have to draw entirely around the shape — when you let go, the lasso will 
find the other end of itself and snap to it.) 

To drag that selected shape, make sure you see the pointer — ^when the 
lasso tool is positioned on a draggable area of the image, it will turn into 
the pointer. The tool flips back and forth between lasso and pointer, so 
make sure you have the pointer before you try to move the object! 

3. So that’s how you select something. Now draw a shape, any shape. 

4. Select that shape with either selection tool. 

5. From the Transform menu, experiment with the choices. Choose some- 
thing like “Perspective.” Your selected object will display “handles,” 

as shown below. Position the tip of the pointer tool in any one of those 
handles, then press-and-drag. Experiment with other options! 

(You must reselect the object before you can transform again.) 

Each comer has a handle. 

Press-and-drag a handle 
to reshape the object. 
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lype some words and color them 

You can also type words onto the p^e, and you can color those words. But keep 
in mind that you are painting, not word processing; that is, you won’t be able to 
go back and edit the words or easily change their colors like you can in a word 
processor. And the text won’t print as cleanly as text from a word processor. But it 
is great fun to do anyway. Follow the directions carefully. 

The text tool. 

1. Choose the text tool. 

2. With the text toot, click on the left side of the painting page so you have 
room for the text to type out to the right. As soon as you click, you ’ll see 
the menu bar change! Now, while the insertion point is flashing on the 
page, you have menu items for text. 

3 . Before you type anything, go to the Text menu and choose the font, 
size, and color (you’ll have to go to the menu three times, one for each 
choice). Unfortunately, you can’t choose any of the patterns, textures, 
or gradients to type with. But you can choose any solid color. 

4 . Now type onto the page. Hit the Return key before the type bumps into 
the right side of the p^e. If you decide you want a different typeface, 
size, or color, press-and-drag over the text, then select your new choices. 

But don ’/ click outside of the little text box! The very second you click 
anywhere outside of that text, the words become paint on the page and 
you cannot do any sort of editing — if you want to change anything after 
that point, you’ll have to erase it and do it over again. It’ll make you a 
little crazy for a while until you get the hang of it. 

5 . Once the type is set how you like it, click anywhere outside of the text box. 

Then you can select it (as described on the previous page) and move it 
wherever you like, transform it, delete it, etc. 




This is an example of paint text. 
You can, while typing, choose an- 
other typ^ace, size, and color and 
whatever you type next will be in 
the new formatting. 



I FOUND BETTER THINGS 
IN THE DARK 
THAN I EVER FOUND 
IN THE Light. 
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8 ■ Make a Simple Painting 



So now paint an ugly monster 

Use shapes or the paintbrush to create your monster. Use the paintbucket to fill in 
colors or textures. Paint the forest and the castle. Type a poem about your monster. 
You can’t hurt anything, so experiment with all the tools and options — you’ll 
learn a lot. Just remember to choose the tool, then the color/pattem/fill for the 
inside and the border before you paint. 




eoo 



monster.cwk (PT) 



See, isn't this a stupid-looking monster? So what! 

Don't be afraid to paint something dorky — celebrate the dorkiness! 
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Drawing 

A draw program can be less intimidating than a paint program because you mostly ^ ^ f 
work with lines, boxes, and ovals (“Ibo’s,” affectionately called “elbows”). The * 

things you leam in this exercise will apply to many other programs that have d^ '> 
tools as part of their features. . : ^ ‘ 

It’s really a good idea to pair this draw exercise with thepiebedtagf^Stat exercise 
so you see the difference between a paint program and program. You will 

not only leam which one to choose for a particular project but you will feel more 
comfortable and knowledgeable when you understand the strengths and weaknesses 
of the two different sorts of applications. 

Even if you think you can’t draw a thing, go through the exercise and draw a little 
house. You’ll be surprised. Even if your house turns out realty silly (it can’t be 
sillier than Robin’s drawing), you will have learned a lot. 

Remember, if you want to leam more, go to the Help menu in ^pleWorks and 
choose “AppleWorks Help.” 
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9 ■ Make a Simple Drawing 



Let's draw! 

Now, you might be in one of four different situations, depending on whether 
you’ve been following along or not. Choose the situation you’re in and follow the 
directions: 




This is the 
Drawing icon. 



A. You just finished the paint exercise and the painting is still 
on your screen. 

1. Save this document (if you want) : press Command S. 

2. Click the Close button in the upper-left comer, or use the 
keyboard shortcut Command W (W for Window). 

3. Go to the next page in this book. 



B. You finished the paint exercise, saved and closed it, and didn't quit 
AppleWorks. You still see the Button Bar. 

O You are exactly where you need to be! Go to the next page 
in this book. 



C. You finished the paint exercise, saved and closed it, and didn't quit 
AppleWorks. BUT you don't see the Button Bar. 

1. Single-click on the AppleWorks icon in the Dock. 

2. After you click the ^pleWorks icon, the “Starting Points” palette 
and the Button Bar will appear at the top of the screen. Go to the next 
page of this book. 

D. You skipped the painting exercise, or you turned off your computer 
and came back later, and AppleWorks is not open. 

1. Open AppleWorks just like you did the first time: Single-click 
its icon in the Dock. 

(Or, go to the Applications folder, then open the AppleWorks folder. 
The AppleWorks application is inside the AppleWorks folder! 
Double-click the AppleWorks application icon.) 

2. Click the “Drawing” icon in the “Starting Points” palette. 

3. Go to the next page, but skip the first step, the one that says, 

“Open a draw document,” because you just opened one. 
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9 - Make a Simple Drawing 



Open a new draw document 

■ To open a new, blank draw document, use the Button Bar: click on the 
button with the document and triangle icon. 

This is the Drawing button that 
appears in the Button Bar and also 
in the "Starting Points” palette. 




Tip: If you see a grid 
pattern in the background, 
you can choose to turn 
it off from the Options 
menu. Choose "Hide 
Graphics Grid" to make 
it go away. 



Check out the dravring tools 

Along the left side of the screen you have the same Tool Palette, but the Paint tools 
are grayed out — if you did the painting exercise, you’ll notice the paintbrush, 
spray can, pencil, paint bucket, eraser, and a couple of other tools are not available 
in the Draw module. So experiment with the Draw tools: 

Draw and resize a shape 

1. Click once on the rectangle shape tool (circled, to the right). 

2. Now move the mouse over so you are positioned on the page. 

3. Press-and-drag the mouse to draw a rectangle. The shape will fill 
with whatever color, pattern, or texture is selected in the Tool Palette. 

4. Did you notice wdien you draw a rectangle you automatically get “handles” 
on each comer? (If the handles are gone, click once on any part of the 
object.) If you press the tip of the pointer in any one of those handles, 
you can dr^ the rectangle into a different rectangular shape. Try it. 



shape. Notice the 
handles. When an 
object is selected, 
you see its handles. 

Get rid of an object 

■ You’ve probably noticed you don’t have an eraser in this Draw module. 
That’s because each item in this program is seen as a complete object. 
You must remove an entire object — ^you cannot remove part of one. 

To delete: Select the item (click once on it with the pointer tool), 
and when you see the handles on the comers, hit the Delete key. 



% 









You can resize any object at 
any time. It is never permanent. 

Press-and-drag 
on any handle to 
resize the object. 




This is the original 



The Draw 
Tool Palette. 



Pill 

palettes: 

I Color 
Pattern 
' Wallpaper 
Gradient 



Q o e 







K yi 



Click this Pill 
button before 
you choose from 
the palettes. 
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9 ■ Make a Simple Drawing 



Change the fill and border thicknesses and patterns 

1 . One difference between a Paint program and a Draw program is that in 
Paint you must choose the fill and the border (“Pen”) before you create 
the shape; in Draw you can change it whenever you feel like it. 

Just like in the Paint module, in Draw you have palettes from which to 
choose the patterns and colors of the inside of a shape (the Fill), as well 
as the border thickness, color, and pattern of the outside (the Pen). You 
can use the buttons in the Tool Palette, or use larger palettes available 
from the Accents palette. 



Fill button 
(inside shapes) 



Pen button 
(for lines and 
borders) 



These are at the bottom 
of the Tool Palette: 

Color 
Pattern 
Wallpaper 
Gradient 
Line weight 
Arrow style 




From the Window 
menu, choose 
''Show Accents.” The 
Accents palette looks 
the same in Paint 
and Draw. 



The tab on the far 
right is for Imes 
and borders. 



0 ti.D Accents 



None Hairline | 


— 
1 pt 


2 nt 3 nt 






6 pt-oiH 8 pt-HH 


Other... 


j I 







Fa Pan Text 



I MiMH. 



2. At any time — later today, next week, or next year — click the object to 
select it^ then change the pattern or color of the inside, the thickness and 
color of the outside line, the size, or the position of the object. Try these 
actions (select the object first): 




Change the pattern inside Change the thickness and 

the shape (Fill). pattern of the border (Pen). 




From the Arrange menu, choose 
'Free Rotate.” Then press on any 
handle, and drag to rotate 
the object. 
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9 • Make a Simple Drawing 



Use the line tool 

1. Choose the line tool by clicking once on it. 

2. Press-and-drag on the page to draw a line. 

3. After the line is drawn, make sure it is selected (you should see handles 
on both ends; if not, click once on the line with the tip of the pointer), 
then change the thickness, the color, and add some arrows to one or 
both ends. 

From the Window menu, choose “Show Accents,” then from the Accents 
palette (shown below, right) select the line attributes (Pen). 

Or use the buttons at the bottom of the Tool Palette: Click any of the small 
buttons to reveal the pop-up palette. 



1 ^ 

This is the Line tool. 



Draw lines 
with the 
line tools. 

Click the Pm 
formatting 
button so 
your palette 
selections 
will affect the 
selected line 
or border. 



Tl)e buttons in the 
Tool Palette give 
access to the same 
colors and patterns 
you 7 / find in the 
Accmts palette. 



o p_ 

iA V 




□ P 
fi ^ 

'LL / 





P\ 


A 

Is 


t ^ 


T 











eoo 



untitled (OR) 






This is the handle 



of a selected line. 



Line settings can affect the 
color, pattern, and thickness 
of a shape's border. 



This pane of the Accmts 
palette lets you change 
line widths, create 
arrows, and change 
the border width of a 
selected shape. 
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9 ■ Make a Simple Drawing 




This is the 
freehand tool. 



Use the freeform drawing tool 

So far you have learned how to draw lines, boxes, and ovals (elbows, remember?). 
But you can also draw freeform sh£^)es, then reshape them, and of course fill them 
with different colors or patterns, change the line thicknesses, and rotate and flip 
them to your heart’s content. 

You have two freeform tools; the freehand tool and something called the bezier 
tool. First try the freehand tool. 

1. Choose the freehand tool from the Tool Palette. 

2. Press-and-drag as usual, just like you did in the paint program 
or with any other draw tool. 

3 . Now this is the interesting thing about a freehand form in a Draw 
program: you can reshape it. 

If the shape doesn’t have handles, select it by clicking once on it. 

Then from the Arrange menu, choose “Reshqje.” 

4 . Your cursor changes to a target ( ), and the freeform shape gets 
little “points” on it (as shown below). 

Position the center of the target cursor on any of the points, press, 
and then drag. You have to play with it to get the hang of reshaping. 
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9 ■ Make a Simple Drawing 



Use the bezier tool 



The bezier tool (pronounced bay zyay) , combines something called “bezier 

curves” with a polygon, is another freehand sort of tool. 

1. Choose the bezier tool from the Tool Palette. 

2. Do not press-and-drag! Instead, click once on the p^e, then move 
the mouse and click once somewhere else. Keep repeating the click-and- 
move action to create your shape. 

3. When you have the basic shape you want, either double-click to finish 
the shape, or single-click directly on top of the first point. 

4. While the shape is selected, from the Arrange menu, choose “Reshape.” 

You get the same little points you saw with the freehand tool on the 
previous page. 

But if you click on one of those points with the target cursor, you get 
“control points” with long handles. Position the center of the target cursor 
on the end of one of those handles, and drag. Watch the shj^e change. 

This takes lots of experimenting before you begin to know what to expect 
when you drag. Try it! 




This is the 
bezier tool. 



Note: If you're 
wondering why curves 
drawn this way are 
called Bezier curves: 
a mathematician 
named Pierre 
Bezier invented this 
technique of drawing 
curves on a computer. 
John likes to call them 
"Pierre curves." 




This is the 
original shape. 





the point itself. .. ...or drag either end of a point’s 

handles. 

The outlines display the original 
shape, plus the new shape, until 
you let go. 
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9 ■ Make a Simple Drawing 



Now draw a silly little house 

The tools are pretty eas}^ to use, aren’t they? Below are a few guidelines to help you 
use them. The trick to creating something fun in a drawing program (as in life) 
is to be creative with what you have. 

■ Keep checking to see which tool is selected. As soon as you draw 
something, AppleWorks switches back to the pointer tool. 

■ If you need to select an object and it’s not getting handles when 
you click on it, check to make sure you have the pointer tool. 

■ No matter what patterns or colors are currently in the borders 
or the fills of any object, you can always change them. 

■ Make sure you have the right palette when you try to change 
a border (line) or a fill. 

■ Experiment with the text tool. Choose it, click on the page, and type. 

Edit the text just like you did in the word processor. The Text menu only 
appears after you have selected the text tool and clicked on the page! 

This is the text tool. 

■ To select any object and send it behind the other objects or bring it in 
front: select the object, then use the Arrange menu. 



/ used the ''spideriveb” tool 
to create the sun 's rays, the 
tree trunk, and the roof. 

I drew one cat, then used the 
pointer tool to drag around 
all of the different objects that 
make the cat — this selected all 
the pieces. Then I held down 
the Option key and dragged to 
create a copy of the cat. 

To create perfect circles and 
squares, hold the Shift key’ 
down while using the oval or 
rectangle shape tool 




Our house is a very very finC house. 



After I drew this chimney, using 
the brick fill pattern and a brown 
color, I sent it behind the roof 

I used the freehand tool to 
create the cherry tree top 
and the chimney smoke. 

Text in the draw program 
doesn ’/ look any better 
on the screen than 
it does in paint, but it 
prints beautifully. And 
you can edit (chafige) 
it as often as you like. 
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AppleWorks includes a presentation module that makes it easy and fun to create 
professional-looking slide show presentations. Make slide shows for your family 
and friends, for school, or for work. Then present the slide shows on a computer, or 
print them onto transparencies so you can display them on an overhead projector. 

If you make your presentation on a computer, you can include movies, sounds, 
and visual transitions between slides. To aid you in your presentation, print a copy 
of the slide show and include notes to yourself. AppleWorks lets you set slide show 
playing options so you can design the presentation to suit your needs. 




Canyonlands Summer Trip 



• PerGonal items 

• Departure 

• Arrival 

• Day Trips 

• Insurance 

• Bonus Trips 



You can present 
your slide show on 
the computer, full 
screen, and use the 
arrow keys to go 
forward and back 
from slide to slide. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 




Tins is the 
PresentaHon icon. 



Get ready to create a presentation 

Now, you might be in one of four different situations, depending on whether 
you’ve been following along or not. Choose the situation you’re in and follow the 
directions: 

A. You just finished the drawing exercise and the drawing document 
is still on your screen. 

1. Save this drawing (if you want): press Command S. 

2. Click the red Close button in the upper-left comer, or use 
the keyboard shortcut Command W (W for Window). 

3. Go to the next page in this book. 



B. You finished the drawing exercise, saved and closed it, and didn't 
quit AppleWorks. You still see the Button Bar. 

O You are exactly where you need to be! Go to the next page. 

C. You finished the drawing exercise, saved and closed it, and didn't 
quit AppleWorks. BUT you don't see the Button Bar. 

1. Find the AppleWorks icon in the Dock. Single-click it. 

2. After you click the ^pleWorks icon, the “Starting Points” palette 
and the Button Bar will appear at the top of the screen. 

Go to the next page of this book. 



D. You skipped the previous exercise, or you turned off 
your computer and came back later, and AppleWorks is not 
open on your iMac. 

1. Open ^pleWorks just like you did the first time; Single-click 
its icon in the Dock. 

(Or go to the Applications folder, then open the AppleWorks folder. 
The AppleWorks application is inside the AppleWorks folder! 
Double-click the ^pleWorks application icon.) 

2. Click the “Presentation” icon in the “Starting Points” palette. 

3. Go to the next page (of this book), but skip the first step 
because you just started a new document. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Open a new slide presentation document 

To open a new, blank presentation document, use the Button Bar: single-click on 
the button that has a “slide” image on it. 

Take a minute to look at the new document window and the Controls palette. 
If you don’t see the Controls palette, click the “Show Controls” button in the 
Button Bar (shown circled, below). Or from the Window menu, choose “Show 
Presentation Controls.” 





iieWofk» Fil« Edit Format Arrange Options Window ^ Help 



n 6^ ft nd a 0) 



be 



Show or hide the 
Controls palette. 



untitled (PR) 






Click the phis 
button to add 
new master 
slides. Click the 
minus button to 
delete a selected 
master slide. 



o Controls palette. 



Q 




Master tab 



Click on a master slide 
name to rename it. 



Master slides and the Controls palette 

A master slide is a template, or reusable slide, that includes design elements 
that will appear on other slides. It’s a lot easier and faster to create a good-looking 
presentation if you don’t have to build every slide from scratch. And when you use 
master slides, your presentation has a consistent, professional look. 

You can use more than one master slide in a presentation. For instance, you might 
have a collection of photographs from your European tour, so you could create 
separate master slides for the sets of photos from each country. 

The “Master tab” at the bottom of the Controls palette (shown above) displays 
a panel of small, thumbnail versions of the “master slides” you will create (as 
described on the following page). From here you can choose which master to use 
as a background for each slide. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Make a master slide 

The master slide will be a consistent background on which you’ll place the other, 
changeable elements of your presentation. You can use a solid color, a pattern, a 
design created in AppleWorks, a photo, or a combination of all those things. Use 
the tools and techniques you learned in Chapters 8 and 9 to create shapes filled 
with colors and patterns, then add some text to the page. 

Leave large areas of the layout empty so your individual slides can use that space 
for text, photos, clip art, or movies. 



Draw a round 
cornered rectangle, 
add a border, and 
fill with a solid color. 



Create a bezier 
shape and fill 
with a texture. 




Add a text headline. 



O Cw woh 



9 



• The master 
slide thumbnail 
panel shows the 
new design. 






To create the colored 
background, add a 
rectangle, fill it with a 
solid color, then choose 
'"Send to Back"' from 
the Arrange menu. 



Drag a photo from the Clippings 
window (opposite page), then 
add a border to it. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Add a photo or clip art to the slide 

Drag photos into the presentation window from any window on your Desktop. For 
instance, open your Pictures folder in which you have stored your photos. Make it 
a List View and resize it to tall and skinny over on the right side of your monitor. 
Then in AppleWorks, just drag a photo from your Pictures folder and drop it on 
the presentation window. 

In the example presentation, I found the photo in the Clippings palette, provided 
by i^pleWorks. The Clippings palette is a handy place to keep images, text, movies, 
and other items that you want to reuse in your documents. y^pleWorks has provided 
lots of images already, but you can make your own collections (as separate panels) 
of art, logos, photos, or whatever. Almost anything that can be digitized can be 
dragged into the Clippings palette — photographs, movies, illustrations, scanned 
images, drawings and paintings you created in y^pleWorks, etc. 




From the File menu, 
choose “Show Clippings" 
to get the Clippings 
palette. This palette is 
available in each of the 
AppleWorks modules. 



Drag images 
from the Clippings 
palette into your 
presentation window. 



gippingt 



chcetah.Jpg 0«>«n Trad.^p^i 



riowcr.jpg Seattie.jpg 



Click the left or right 
triangle tab to see 
other category tabs. 



Photos 



This is the Photos panel 
of the Clippings palette. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Make the first slides of the presentation 

Once you have a master slide, you can make a number of new slides using 
the master as a background. 

1. Click the Master tab (the star) at the bottom of the Controls palette. 

2. Single-click on the master slide thumbnail image you created. 

3. Click the Slide tab (circled, below) at the bottom of the Controls palette. 

4. Click the “plus” button to add a thumbnail of the master slide to the 
Slide panel. The new slide displays full-size in the document window, 
ready to be customized with your content. 

5. Do something like add a new shape, fill it with a texture, then add text, 
as shown below. 




iravclbug adventures. cwk <PR) 



Controls 



• Bonus Tripe 



Add a new rounded comei' rectangle 
shape, then add text on top of it. 



Plus butto7i 
(to add a slide) 



• Insurance 



Bm 



The Slide tab displays the 
Slide panel where you 
create new slides and 



Ttavfilbug Adverkros. kici> 



Canyonlands Summer Trip 

• Personal items 



Departure 



• Arrival 



Day Trips 



where you can select any 
slide to edit or delete. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Make more slides from this master 

To create another new slide using the same master, click the plus button again. 
A new thumbnail appears in the Slide panel, and the new slide displays in the 
document window, ready to be modified. Continue this procedure until you’ve 
created as many slides as you need. 



The Controls palette features 

The bottom of the Controls palette has several useful buttons. 

To mark a slide to print (or not), select the slide in the panel, 
then click one of the printer buttons. 

To hide or show a slide in a slide show, select the slide, 
then click the Hide or Show button. 

The Transitions button is explained on the next page. 



Transitions 

Print slide 
Do not print slide 




Controls 



You can remove slides from a slide show 
without deleting them from your document: 
Select a slide, then click the Hide button 
(shown below). The thumbnail on the left 
shows ''blinds'' covering the hidden slide. 



Pinwheel 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



O ? Controls 






I 



9 

9 



: V None 
Box 
Circle 

^ Diamond 
I Heart 
I Star 
Keyhole 



Cover Top 
Cover Bottom 
Cover Right 
Cover Left 
Pinwheel 
Radial 
Bowtie 
Barn Door 
Stripes Down 
Jaws 
Zigzag 

Expanding Triangle 
Corners 
Checkerboard 
Cross 

Blinds Horizontal 
Blinds Vertical 
Wipe Vertical 
Wipe Horizontal 



Single-click 
the Transitions 
pop-up menu in 
the Controls panel 
to choose an effect. 



Add transitions between slides 

Add some visual interest to your slide show by creating “transitions” between slides. 
AppleWorks includes a pop-up menu full of different effects that you can apply 
with a click of the mouse. To create a visual transition: 

1. Select a slide in the Slide panel to which you want to apply a transition. 
The effect will be applied between the selected slide and the following one. 

2. Click the “Transition” pop-up menu in the Slide panel. 

3 . Choose one of the transitions in the list, as shown to the left. 

When using master slides, some elements don’t change from slide to slide, which 
makes some transitions look strange or minimizes their effect. In that case I usually 
prefer the “Fade” transition — it creates the visual illusion that most of the content 
of the original slide stays on the screen as the changing elements fade out and in. 
Of course, the entire slide is actually changing, but since some elements of the 
slide are identical, they appear to stay on the screen. When you switch to slides 
that use master backgrounds that are completely different, any of the transitions 
provide a great dramatic effect to emphasize the new background. 

Preview your slide show 

At any time you can play your slide show to evaluate it. It’s a good idea to check 
transitions to see if they add interest — or not. You may also realize you have too 
many slides that are similar (thus boring), or too few slides to communicate your 
message. 

1. Click the “Start Show” button in the Button Bar. 




2. The slide show fills the entire screen as it plays. 

Press the Right arrow on your keyboard to advance to the next slide. 
Press the Left arrow to return to the previous slide. 

3 . To stop the show and return to your Desktop, press the Escape key (esc) 
on the top-left comer of your keyboard, or press Command Period (.). 
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10 " Make a Simple (yet dazzling) Slide Show Presentation 



Add a movie to a slide 

If you think a slide show presentation is fun, you haven’t seen anything yet. You 
can even add QuickTime movies to a slide! Where do you get QuickTime movies? 
You can sometimes download them from other people’s web sites (ask permis- 
sion), and some digital cameras can make short QuickTime movies. Or if you’re 
using iMovie on your iMac to edit home movies, you can export an iMovie as a 
QuickTime movie. 

For this exercise, I have some QuickTime movies that I made with iMovie and that 
I placed in a Clippings panel. To add a QuickTime movie to a slide: 

1 . Select the thumbnail slide (in the Slide panel of the Controls palette) 
in which you want to add a movie, as on page 183. 

2. Locate a QuickTime movie on your computer. Drag the movie’s 
QuickTime icon from its location to the open presentation window. 

3. Resize the movie if it’s too large: Click on the movie to select it, then hold 
down the Command and Shift keys and drag one of the comer “handles.” 



Tips: To start playing a 
movie, double-click it 

Stop ploy with a single 
click, even if the movie 
controls ore not visible. 

See below, left, to 
show the movie 
controb. 




If the QuickTime movie 
cofitrols are not showing, 
click the movie icon to 
show them. > 




Drag the movie's icon 
from its location to the 
presentation window. You 
can drag a movie from any 
location on your computer 
to the ivmdow. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



More movie tidbits 

You can put more than one movie on a slide. Drag the movies into any position 
and resize them to fit. Play each movie individually, or play them all at once. Your 
iMac is powerful enough to do everything. 

Be careful when 
resizing movies 
in AppleWorks — 
smaller is okay, 
but if you resize 
a movie to a larger 
size, it looks bad 
(pixelated). 




The Organize panel. 





The Slide Show panel. 



The Organize panel 

Click the “Organize” tab to group, rearrange, rename, or delete slides in your 
presentation. 

To add a folder, click the “plus” button. 

To delete a folder (and all the slides in it), select it and click the 
“minus” button. 

To rearrange the slides and folders into any order, or to move slides from 
one folder to another, press-and-drag them. The slides will show or print in 
the order they appear in this window. 



The Slide Show panel 

Use the Slide Show panel to customize settings for slides, movies, and sounds. 

To make movie playback controls visible, as in the example shown 
above, click the “Show controls” checkbox in the “Movies and Sounds” 
section of this panel. 

Play button. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Make slide notes 

You can include notes with your slides to help you plan what to include in the slide 
content, or to help plan your verbal presentation. Print your slide notes to aid you 
in your presentation. To make slide notes: 

1 . Click the “Slide” tab at the bottom of the Controls palette. 

2 . Select a slide. 

3. From the Window menu at the top of your screen, choose “Notes View.” 

A checkmark will appear next to the item to indicate that Notes View 

is turned on. 



4. lype your notes in the Notes “frame” that appears under the slide. 




CanyonlarKls Summer Trip 



traveBiug atfvtmurts.cwk (PR) 



The Ihndiy fcurekdas fie Rod Canyon and Ctama Hvar 
Ptiyata tan of ta PuBUe am aviltbe 
Opkm heksplsr tips ow t» canyon are avalatito 
Opiore tr (Snerwi oe asojssad at tfidi 
A dnner ineslng nl tta placB n re kxtga to Inalze Mp pens 



Type your notes 
in this ''frame” 



Tip: To return to a 
normal view of your 
presentation, go to 
the Window menu, 
then choose "Notes 
View" again to turn 
the notes off. 



To print your notes: 

1. From the File menu, choose “Print. . . 

2. In the Print window, choose “AppleWorks 6” from the pop-up menu. 

3. Click the “Notes” button, then click “Print.” 




Notice you can also choose 
to print your slides from 
this dialog box. 
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10 ■ Make a Simple (yet dazzling) Slide Show Presentation 



Image format and size recommendations 

AppleWorks will accept most common image file formats, such as TIFF, JPEG, PDF, 
and EPS. These are some format recommendations to help make your presentation 
more efficient. 

All slides in an AppleWorks presentation document are a standard size of 
640 pixels wide by 480 pixels tall (about the size of most l4-inch monitors). 
Photos that you insert should be that size or smaller, although you can 
resize a photo by dragging it to a smaller size in the presentation window. 

Photos should have a maximum resolution of 72 ppi, but AppleWorks will 
accept higher resolutions. Higher resolution images won’t look any better 
on the screen, plus they take up more disk space. 

The color mode of an image should be set to RGB (red, green, blue) to look 
its best. If you use an image whose color mode is CMYK (cyan, magenta, 
yellow, black), the color looks over-saturated and dark. Digital cameras 
create RGB images, and scanners usually scan in RGB mode by default. 



Photo specifications: 
640 by 480 pixels, 
72 ppi resolution, 
RGB color mode. 



These are clip art images from 
the Clippings window. 
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Fax a Nok ^ 

to c5orm.oTx ° 

On your iMac you have the software called FAXstf X. With this software, you can 
create a letter in any application of your choice and fax it right from the screen. 
And you can also receive faxes into your computer (your iMac must be turned 
on), then print the fax on your own printer — or just read it on the screen and 
never print it at all. It’s great and it’s easy. In this chapter I’ll walk you throu^ 
sending a fax page, and I’ll also show you how to set things up so your iMac will 
receive faxes. 




3/n/02 3;58 PM 2 44 K» 

Mi': ' V ^ 



TJrte Onome and mo 



This is the monster painting from the 
AppleWorks tutorial (Chapter 8). You 
can fax it to your friends and loved 
ones. They'll be so impressed. 
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FAXMfX lO.O Installer 



FAXstfX 

FAXstf" X makes it possible to send and receive faxes straight from your iMac. 
FAXstf X works with the Address Book application to address faxes, and uses the 
Apple internal modem to send and receive faxes. If you have an AirPort wireless 
network, DSL, or cable modem connection, you must physically connect a phone 
line to the modem connection on the back of the iMac (and plug the other end 
into a phone jack) to use FAXsft X. 

Install and set up FAXstf X 

Before you can use FAXsft X, you need to install the application and perform a few 
basic setup steps. 

To install FAXstfX 

1. To find the FAXstf X installer, click on the Applications button in any 
window Toolbar to open the ^plications folder. 

2. In the ^plications folder, double-click the Installers folder to open it. 

3 . Double-click the “FAXstf X 10.0 Installer” icon and follow the simple 
installation directions. 

FAXstf is actually two small applications, the Fax Browser and the Modem Center. 
These two applications, plus the Mac OS X Print Center, need to be set up before 
you send a fax. 
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First, set up the Print Center 

1 . Open the Applications window, then open the “Utilities” folder and find 
the Print Center application. 

Double-click the Print Center icon to open the “Printer List” window, 
as shown below. 

(If the “Printer List” window does not automatically appear, 
go to the Printers menu and choose “View Printer List.”) 

2. You will get either the Printer List window or an alert message, 
both shown below. Click the “Add Printer. . .” or “Add. . .” button 
because you need to add the Apple modem printer to this list. 



eoe Printer List 




Print Center 
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3 . A “sheet” drops down in front of the list, and the sheet has a pop-up menu 
on it. From that menu, choose “FAXstf,” as shown below. 



AppleTalk 
EPSON AppleTalk 
EPSON FireWire 




4 . “Apple Internal Modem” will appear in the sheet below the menu; click 
on that name to select it, then click the “Add” button. The Apple Internal 
Modem will appear in the Printer List, as shown below. 




This is what the Printer List looks like after 
adding “Apple Internal Modem. ” 



5 . Now that “Apple Internal Modem” is added to the Printer List, FAXstf 
can fax from any application that is capable of printing. 

6. You can Quit the Print Center now. 
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Second, set up the Fax Browser Preferences 

The contact information you specify in the Fax Browser “Preferences” window 
appears on your fax cover sheet to identify you as the sender. 

1 . Open (double-click) the Fax Browser application that’s located in the 
FAXstfX folder. 

2. From the Fax Browser menu, choose “Preferences. . . .” 

Click the “Identity” tab to show the Identity pane, as shown below. 




3. Single-click the “Address” button, circled above, to open the Address Book, 
shown below. If you don’t already have one, you need to create a contact 
information card for yourself. 

Each card in Address Book is called a vCard, or virtual card. To create a 
card, click the “New” button in the toolbar, then enter the information. 
You don’t have to fill in every field, but you must enter a first name, last 
name, and fax number for the Fax Browser Preferences to accept it. 




Address Book 



O s 

Odete 5«ndM&il Card 



Show: ; Alt 



3 



Search: [F 



' 'Emaft 



JL Jema>oh4^aol.cofn 
X kobm Williams 
X loslcodes9ambrosiasw.com 
X David Rohr 
X tttlger9hawaiUn.net 



jem^h9aol.com 

robirv9ratz.com 

lostcodes9ambrosiasw.com 

drohr#panoramapoinLcom 

jniger9hawaiian.net 



Click the ''New'' button 
to create a vCard for 
yourself 

While you 're here, you 
might as well add cards 
for everyone you know. 



— continued 




Fax Browser 
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4. Drag your personal vCard from the Address Book list and drop it in the 
text field at the top of the Identity panel. 



PretertiKW 




5. If you need a prefix before you call out from your phone line, such as a 
code for an outside line or a credit card number, click the Dialing tab. 

Click the “Use prefix” checkbox and enter the number in the prefix field. 

Sometimes you need a comma after a number or between a series of 
numbers to slow down the dialing operation — each comma makes the 
phone wait a few seconds before continuing. By default, a comma in 
FAXstf creates a two-second delay, but you can change that, if necessary; 
see the opposite page. 
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Third, set up the Modem Center 

1 . Double-click the Modem Center application in the FAXstf X folder. Notice 
“Apple Internal Modem” appears as a result of setting up the Print Center. 
The current “Status” is “Idle,” but when you send a fax, the changing 
states of the modem display in this window (dialing, connecting, sending, 
handshaking, etc.). 




2. Click the “Setup” button, circled above, to show the setup sheet. 

3. Click the General tab, if it’s not selected, to show the General options. 

Name: Should already say “Apple Internal Modem.” 

Station Message: Enter your fax number. This number is used to 
identify yourself to another fax device. 

Dialing: Select your type of phone service. 

Volume: Choose a volume for your modem speaker. 

On: Choose when you want the modem speaker turned on. 

Comma pauses: Specify a time delay that applies to commas 
in a number or prefix, as shown on the opposite page. 






^ 


t 


j Nam.: 


ZD i 


1 SUtlon Message: OOOSSS1212 


i 


Dialing; ® Touch Tone Volume: { Medium 


zm 


® On: : While Dialing 


zs I 


] 

i Comma pauses j 2 1 seconds (0-25S) 


1 


I 




f Ca^ ' 



— continued 




Modem Center 
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4. Click the Sending tab. 

I Q r ::,.v , . ^ 0_ 

: p Advanced ^ 

Walt : 4S ; seconds for carrier (1S-2SS) 

Speed: ' l4.4"Kb^ ^ 

G Ignore dial tone 
G Ignore busy signal 

( Cancel'^ 

I 



Wait: Specify the length of time to wait for a fax machine to answer. 
Speed: Select a baud rate for the modem. Choose the highest option 
available, l4.4Kbps. This is the fastest speed that a fax can be sent. 
Ignore dial tone: Forces FAXstf to dial a fax number even if it can’t 
detect a dial tone, as when going through a hotel PBX switchboard. 
Ignore busy signal: Forces FAXstf X to continue trying to connect when 
it detects a busy signal. 

5. Click the Receiving tab. 

Answer after: Set how many rings before FAXstf X answers an incoming 
fax call. If you don’t want FAXstf X to automatically answer incoming 
calls, set this number to 0. (See page 200 for more info on this.) 

Speed: Set the modem’s baud rate for receiving faxes — choose the 
fastest option, l4.4Kbps. If you have trouble receiving faxes, try a slower 
baud rate. 




6. Ignore the Advanced tab. Click OK. 
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Send a fax 

Now that you’ve set up FAXstf, you can finally send a fax. You can fax from any 
application on your iMac that ordinarily has a print option. 

1. Open the document on your computer that you want to fax. 

2. From the File menu, choose “Print. . ..” 

3 . In the Print window, choose “Apple Internal Modem” from the Printer 
pop-up menu (as shown below). 

4 . From the lower pop-up menu, choose “Addresses” to show the Address 
pane of the Print window, as shown below. 



Print 



Printer Apple Internal Modem 



3 ) 



Presets: Standard 






■j 

i 



1 



.j y Copies & Pages 




■ Notice from this pop-up menu 
1 you can also choose to add a 
i Xover Page”message, as well 
i as adjust the quality of the fax. 


1 Layout 

1 nii»rui» notlrkrtc 


1 Collated 




Cover Page 




f 


1 AppleWorks 6 




t 

1 r 


g. Summary 


Preview^ f Cancel 3 


^ save Lustom setting 





5 . In the Addresses pane, below, click the “Address” button on the right to 
open the Address Book, which is shown on the following page. 




— continued 
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6. In the Address Book, find the vCard of a person to whom you want to send 
a fax. If there isn’t one, click the “New” button and make one for that 
person. Make sure the vCard contains a fax number in the “Fax” field. 



Drag the vCard and drop it in the Addresses pane of the Print window, as 
shown below. You can fax the document to more than one person at a 
time — just drag over a vCard for each recipient. 





Prim 












- 


Printer 


‘ Apple imerrvil Modem 






Presets. 


Standard 






1 Addresses 


““ ‘ . _ .. 






- 




- ■ - 


T.i 









[3U$« dial pr 



© 



Drag the fax recipient's 
vCard to the Addresses 
pane of the Print window. 




4OJ0L 



:L _ J:- 



New Eifit Ocktt Send Mail Card 



Search: 






X jemajoh^aol.com }emafoh#aol.com 

X Rob<n WUtlami robm#rat 2 .co«n 

kattcodes^ambrosiasw.com io5tcodes9ambrosUuw.com 



7 . If you want to put a short message on the fax cover page, choose 
“Cover Page” from the lower pop-up menu (shown on the previous page). 

In the Cover Page pane that appears, type a short message that will 
automatically print on a fax cover page. 

8. Click the “Print” button in the lower-right comer of the Print window 
to send the fax. 
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FAXstf animated Dock icons 

During a fax transmission, watch the FAXstf icon in the Dock. The inside of the circle 
will change and animate to illustrate the various stages of the fax operation. 




Idle 

Pulsing green dot: You’re ready to send or receive a fax. 

Dialing 

Animated number keys: The modem is dialing a fax number. 

Ringing 

Animated sound waves: The modem detects an incoming call. 

Connecting 

TWo buckles connect: The modem is connecting to another device. 

Sending 

Data rising from a document icon: A fax is being sent. 

Receiving 

Data falling into a document icon: A fax is being received. 

Handshaking 

A p^e being tom away: The modem is “shaking hands,” 
something that occurs during the transmission of pages. 





Hanging up 

TWo buckles moving apart: The connection is terminating. 

Error 

Pulsing red dot: An error occurred during the fax transmission. 



During a fax transmission, the Modem Center window automatically 
opens on the Desktop to display the modem status. 
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If you have an 
Internet connec- 
tion that uses your 
modem, you cannot 
send or receive 
faxes while you are 
online, nor can 
you get online while 
you are sending or 
receiving a fax. 



Wheri a fax comes 
in, the Fax Browser 
automatically opens 
on your screen so 
you'll know what 
has arrived. 



Receiving a fax 

You cannot receive a fax unless you have instructed FAXstf X to automatically 
answer telephone calls, as described on page 196. I’ll explain how to do this again 
because this is the one setting you might have to change regularly, depending on 
your phone line situation. How many rings you tell FAXstf to wait before it picks 
up depends on whether you have a dedicated fax line or whether your fax line is 
also the only phone line in the house. 

If your iMac is connected to a dedicated fax (phone) line, 

set the value to 1 so FAXstf will answer as quickly as possible. 

If your iMac is connected to a phone line that is also used for phone 
calls, set the value to 3, 4, or a higher number that gives you time to an- 
swer the phone, if you choose, before FAXstf automatically picks it up. Then 
when you are expecting a fax, let the phone ring until FAXstf picks it up. 

If you have an answering machine, you’ll have to set the number of rings 
to 0 (zero) while you’re away from your desk so you can get messages. 

When you are back, change the rings to pick up. 



To change the number of rings before FAXstf picks up to take a fax, or to turn 
off FAXstf altogether; 

1 . Open the Modem Center. 

2. Click the “Setup” button in the toolbar. 

3 . Click the “Receiving” tab. 

Set the “Answer after” value to 0 rings to make sure FAXstf does not 
answer the phone (this effectively turns off FAXstf). 

Change the value to between 1 and 9 rings and FAXstf will answer any 
phone call that comes in (unless you leap for the phone and grab it first). 






Modem Center 



Q 



\ General If Sending^ Re^Krfng^Ad^ \ 
^inswe^fte^^^j] rings (0~^ 



Speed: 14.4 Kbps T] 



f Cancel ^ 




T 

! 
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The Fax Browser window 

Use the Fax Browser to view your fax documents. You can also choose a fax 
to print, delete faxes that you don’t want to keep, and archive (save in another 
place) faxes that you need to keep. To open the Fax Browser, double-click the 
Fax Browser icon in the FAXstf folder. 




Fax Browser 



The Fax Browser window features a collapsible “Drawer’^ — click the Trays button 
in the toolbar (circled, below) to open and close the Drawer. This Drawer contains 
several “Trays” in which you can store and organize your faxes; Just drag any fax 
hrom the list area and drop it in a Tray. 



Archive selected faxes by dragging them from the list area to the Archive Tray in 
the drawer. 




The Fax Browser toolbar 

Deleter Deletes the currently selected faxes in the fax list. 

Trayst Opens and closes the collapsible Drawer that contains 
your fax TYays. 

Addressi Opens the Address Book application. 

Modem Centen Opens the Modem Center where you can change 
your modem settings. 

Logst Opens the Activity Log file that contains a record of your fax 
activities. 
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Fax Browser 



Viewing a fax 

All faxes you receive are placed in the “Inbox” tray that appears in the Fax Browser 
Drawer, as shown below. Click on the “Inbox” tray to show a list of received faxes. 
A blue dot next to a fax in the list indicates that it has not been viewed. 

Single-click on a fax in the list to display it in the viewing area of the Fax Browser 
window, as shown below. The controls at the bottom of the window let you rotate the 
selected fax, zoom in or out, and jump to specific pages of a multiple-page fax. 




Fax Browser 



Delete Trays Address Modem Center Logs 



inbox 



Today at 9:04 PM 
Today at 9:09 PM 






If you 've used the Mail program, you 'll find this browser window 
very similar. 
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Printing a fax 

Select a fax in the Fax Browser list (single-click on it), then from the File menu 

choose “Print. ...” Make sure your printer (not the “y^ple Internal Modem”) 

is chosen in the Printer pop-up menu, as shown below. 

^ ^ ^ ’ Fax Browser 





Select a fax in the Fax Browser list, then choose "Print. 



Fax Browser 



klete Trays Address Modem Center L095 



4389767 



RoMn WlUtMTM 



Testing one two three 

Dave, let me know I thie tax gets to you. 










203 




11 ■ Fax a Note to Someone 




Modem Center 



Modem Center Preferences 

There are a few settings you can monkey with, if you like. To get the preferences, 
open the Modem Center, then go to the Modem Center menu (next to the Apple), 
and choose “Preferences. . . .” 

Windows 

Click the “Windows” tab to choose if the Main Window and Active Modems will 
show when the Modem Center application launches. These settings don’t really 
affect how you use FAXstf, and the Modem Center opens automatically when you 
send a fax. I prefer to leave the default settings alone. 

Modem Center Preferences 
i ^ Win dows'^ Logging * 

I Show at launch: 

0 Main Window 
0 Active Modems 



Cancel 




Logging 

Click the “Logging” tab to determine how often a New Activity Log is created. 
For most people, looking at a fax log file once is enough to satisfy their curiosity 
forever. Unless your life revolves around faxing, the “Never” option is probably 
sufficient. 



Modem Center Preferences 



f Windows 



New Log: 

0 Monthly 
©Weekly 
0 Daily 
O Hourly 
©Never 
O Custom 



1 monthtsi 



I 1 



"tom* 
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Eventually, you’ll realize that you need to put someone.else’s files on your Gpmputet 
Or, you may need to give some of your files to someone else for a project they’re 
working on. Even if you’re not sharing files \^itiht86meorie, ypu!U n^ to make 
backup copies of important files for safe keeping. Sooner or later you’ll start 
running out of storage room on your hard disk and have to find some other place 
to store lots of files that are just sitting there, taking up valuable space. 

The following pages explain how to copy files to other disks. You’ll notice I use two 
different spellings: disk and disc. It’s not a typo, there’s actually a difference. 

Disc with a “c” refers to optical media, or a disc that’s created by 
“burning” information onto it with a laser beam. This includes CDs 
and DVDs. To help make sense of it, remember that “discs” are round, 
like the letter “c.” 

Disk with a “k” refers to magnetic media, such as a Zip disk, your iMac’s 
internal hard disk, or an external FireWire disk. (Yes, inside their cases 
these disks are also round, but the round disk is hidden by a square or 
rectangular enclosure. John would have named magnetic media “disq” 
[“sq” for “square enclosure”], but nobody asked him. 

In this chapter “removable disk” often refers to both sorts of disks, 
so I use a “k.” And who cares anyway. 
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What other disks? 

Your iMac makes copying files onto external disks easy to deal with. You have one 
of these situations with your computer: 

Your iMac has a CD-RW drive or a Combo Drive. You can copy files to a 
removable CD. 



Your iMac has a SuperDrive. You can copy files to a removable CD or a DVD. 

You bought an external drive that writes to removable hard disks (such 
as a Zip or Jaz drive). Connect the drive to your iMac and copy files to 
Zip or Jaz disks. 




You bought an external hard drive (these usually do not have individual 
removable disks). If you bought a FireWire drive, you can copy files to the 
disk with blazing speed; other external hard disks are a little slower. 

Although these directions specifically explain copying from your “removable disk” 
to your “internal hard disk,” you can use these same methods to copy from any 
disk to any other disk or volume (as long as there is room on the other disk). 



Copying from a removable disk to the iMac 

There are a couple of ways to copy files from your removable disk (such as a Zip 
disk, a CD, or a DVD) to your iMac’s internal hard disk, depending on whether you 
want to copy selected files or the entire removable disk. 

To COPY SELECTED FILES from a removable disk to your Internal hard disk: 

1. Insert the removable disk and wait for its icon to appear on the Desktop. 

2. Double-click the removable disk icon to open its window. 

3. Make sure you can see the folder, window, or column you want to 
drag the files into. 

4. On the removable disk, selectively choose the files or folder you need to 
copy (see pages 64-65 about selecting more than one file at a time). 

Press-and-drag the selected files to your hard disk icon, or dr^ them 
directly into any folder on your iMac. 
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To COPY AN ENTIRE REMOVABLE DISK to your internal hard disk: 

This method copies every single item from the removable disk to your internal hard 
disk. Make sure that’s what you really want to do! 

1 . Insert the removable disk into its drive. 

2. What NOT to do: If you drag the removable disk icon onto your hard 
disk icon, you’ll notice a tiny curved arrow appears next to the pointer, 
as shown below. This indicates that dragging the item will create an 
alias (an icon that will go and get the real file) — it will not move the 
disk nor make a copy of the contents. That’s not what you want. 




3. What NOT to do: Instead of dragging the disk icon, hold down the 
Control key and single-click on the removable disk icon. This will give 
you a “contextual menu,” as shown below. 



eoo 


^ Robin's Hard Disk 


o 


p; fir Is W 


9 9 4? 


# A 


Back Vitw 


iOisk Computer Home 


Favorites Applications 


m 




0 


Applications 


Library 


System 


0 

Users 


0 

Current Project 














Help 

Open 
Show Info 
Eject 

Duplicate 
Make Alias 



This is a contextual menu. 



Paste item ^ I 



4. From the contextual menu, choose the “Copy” command. 



— continued 
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5. Open the window you want to copy the entire removable disk contents into 
(the contents will copy into the active window). 

6. From the Edit menu, choose “Paste item” (or Command-click in the 
open window or on any folder and use the contextual menu). 




When you Paste, the contents of the 
removable disk you copied will be 
pasted into the active window or 
selected folder. You 'll get the Copy 
message, as shown here. 




7. When the copy/paste process is finished, you’ll have an icon of the 
removable disk in the window. Don’t get confused and think that this 
represents the actual removable disk! It doesn’t — it is a copy of the 
entire contents on that disk. ('The icon is actually a folder with a 
customized image.) 
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Copying files onto a CD 

When you copy files onto a CD, it’s called burning a CD because the computer 
uses a laser beam to bum digital information into the surface of a CD. You can’t 
just bum any ol’ CD, though — you need to understand the differences between 
CD-ROM, CD-R, and CD-RW. 

CD-ROM (Compact Disc- Read Only Memory): You cannot erase infor- 
mation from or copy information to a CD-ROM, such as an old application 
installation disc that you don’t need any more. If you’ve been saving that 
stack of AOL CDS to use for backups, forget it. They’re CD-ROMS. 

CD-R (Compact Disc- Recordable): CD-Rs are the most common type of 
disc for burning data and music files. Using Apple’s CD-buming software, 
you can “write” once (a “single bum” session) to a CD-R 

Other CD burning software, such as Roxio’s Toast, lets you bum “multiple” 
sessions of data files (but not if you’re burning a music CD.) 

CD-RS hold between 650 and 700 megabytes of data and are very affordable, 
usually in the range of one dollar per disc or lower. The disc quality and 
dependability drop along with the price, however, so beware of buying really 
cheap CD-Rs. 

You can’t erase a CD-R 

CD-RW (Compact Disc- Rewritable): You can rewrite and erase CD-RWs 
many times, making these discs ideal for backing up files that change 
over time. 

If you use ^ple’s CD-buming software, you can write to a CD-RW more than 
once, but only if you erase its current contents. 

Other CD-buming software, such as Roxio Toast, allows you to selectively 
erase or rewrite files repeatedly on a single CD-RW, or you can choose to 
rewrite only files that have been changed since the last backup to the disc. 

Depending on the quality of the CD-RW and the quantity you buy, the price 
per disc may be similar to CD-Rs, or up to two to three times more. 

Do not use CD-RWs for creating music CDs — they only work in computers, 
not CD audio players. Use CD-Rs. 
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To bum a CD: 

Please read the previous page before you bum your first CD. 

1 . Before you bum a CD (or DVD), make sure your Mac will not go to sleep 
during the process: Open the System Preferences, and choose Energy Saver. 
Set the top slider (System Sleep) to “Never,” and uncheck the bottom two 
options (Display Sleep and Hard Disk Sleep). See page 71 if you need 
more explicit directions for Energy Saver. 

2. Insert a blank CD. 




This disk needs to be prepared for burning. 
Do you want to prepare this disc? 



Name: i Mac OS X book 



Format: : V' Standard (HFS+/ISO 9660) 666.8 MB 
MP3 CD (ISO 9660) 666.8 MB 
f tgnori^ iTunes (Audio) 79 Min. 



Is “compact disc" 
spelled with a “c”or 
a “k"? Well, as you 
can see in this alert 
box, even Apple can 7 
keep it straight. 




tiUu: )££ 'ii. iiuull- 

This is the CD icon 
before burning. 
The letters “CDR” 
indicate this is a 
CD-Recordable disc 
that has not been 
burned. 



3. This disc needs to be prepared. Name the disc, and choose a format based 
on the information below. 

Choose Standard format to copy data and multimedia files to a CD 
that can be read by a Mac or a PC. These data files can be recognized 
by a computer, but not by a CD player or MP3 player. 

Choose MP3 CD to create 2 idata CD in which music files 2 xe. stored 
in mp 3 format. MP3 compression enables you to store the maximum 
number of songs possible on a CD. 

Music in this format can be played on computers using software such 
as iTlmes, or loaded onto mp 3 players such as Apple’s iPod. You cannot 
play an MP3-formatted CD on a standard CD player. 

Choose the iTunes format to create music CDs that you can play on 
standard CD players or on your computer. If you select this format 
when preparing to bum a CD, iThnes opens so you can select a 
Playlist (or selections from a Playlist) to bum. (To learn how to 
make Himes Playlists, please see Chapter 18.) 
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12 ■ Copying Files To and From Other Disks 



4a. If you chose the Standard or MP3 CD format, drag the folders and files 
you want to copy and drop them on top of the CD icon on your Desktop. 
A “copy” window opens to show the progress. This does not burn the 
CD — the iMac just makes a list for itself of the files you want to bum; 
go to Step 5. 

4 b. If you chose the iTunes format to create a music CD, select a Playlist 
(or songs in a Playlist) from the iTlines window that opens, then click 
the “Bum CD” button in the top-right comer of the iTUnes window. 

Skip to Step 6. 

5. It sounds strange, but now drag the CD icon to the Trash. As soon as the 
CD icon moves, the Trash icon changes to the “Bum CD” icon. 

6 . As your files are prepared, burned, and verified, the “Bum Disc” window 
shows the progress. 

I oee Burn Disc i 

Burning "LMB OS X backup" 



7. The letters “CDR” are gone from the icon, indicating that this disc has 
been burned. Eject the disc — select it and press Command E. 




This is the ''Bum 
CD*' icon. 




lAhu 

This is the CD icon 
after it has been 
burned. Notice the 
letters CDR are gone. 



O Q Q if robin . 



WWW 

ft fss»0D: j 


9 <£ 




H 




)» 


Back View 1 


Computer Home 


Favorites 


Application 


Bum 


/ 




14 Items. 3.61 CB available 








^ Desktop 


— — — - 


Mze 


Kind 

Folder 


— 




^ Documents 




— 


Folder 




>■ ^ letters from Ryan 




- 


Folder 




a 


(JB Library 




■SS 


Folder 


mmm 


T 



Tip: If you burn a lot of CDs and DVDs, add 
the Bum icon to your Finder window Toolbar, 

1. Hold down the Shift key and single- 
click on the Hide/Show Toolbar button. 

2. Drag the Burn icon up to the Toolbar, 

3. Click "Done." 
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12 ■ Copying Files To and From Other Disks 




UyiflliK "- ilAhf 

This DVD icon will 
appear on your 
Desktop after you 
name the disc and 
click the 'Prepare'" 
button. 




y Help 

Open 
Show Info 



Copy “Robin's IMac backup' 



This contextual menu 



will appear when you 
Control-click on a DVD. 



Copying and burning files onto a DVD 

If your iMac has a “SuperDrive,” you can copy files to a dvd-r The advantage of 
a DVD is that it holds 7 or 8 times as much information as a CD, and 47 times more 
than a 100-megabyte Zip disk. When you buy a DVD-R, the packaging usually claims 
the capacity of the disc is 4.7 gigabytes (that’s 4,812 megabytes, in round numbers), 
but the actual capacity of useable space on the disc is closer to 4.2 gigabytes. 

1 . Use the Energy Saver preferences to make sure your hard disk does not go 
to sleep (see page 71). 

2. Insert a blank DVD. 

3. In the box that appears, enter a 
name, then click the “Prepare” 
button. A DVD disc icon appears 
on the Desktop. 

4. Drag the selected files to the DVD icon. 

The “Copy” window appears to show the files being copied 
(not yet burned) to the disc. 

I Q O Copy 

T Copying 96 items to “Robin's iMac backup” 

Item; ‘‘DevOocumentation.pkg*’ 

Copied: 92.2 MB of 1.63 CB 
Time remaining; About 9 minutes 

5. Control-click on the DVD icon, then choose “Bum Disc” from the 
contextual menu that pops open, as shown to the left. 

6. In the message box that appears, click the “Bum” button. 

Do you want to bum tht disk ’Robin's (Mac 
backup*? 

f gtet ^ (Bum ) 

7. The “Bum Disc” status bar indicates the progress. When the procedure 
is finished, press the Media Eject key on the keyboard to eject the DVD. 

/ Q Q e ^rn Disc 



Burning "iMac backup” 
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The System Preferences allow you to change the settings of a nuniber of features 
on your computer. This will become a familiar process to you as you work with 
your iMac. There are too many items in System Preferences to cover them all in 
this book, so I’ll show a few of the ones that you’re most likely to use initially. 
When you’re ready, refer to The Little Mac OS x Book for a description of every 
item in System Preferences. 
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13 ■ Customize Your IMac with System Preferences 




This is the System 
Pr^erences icon 
that is in the Dock. 



System Preferences 

The System Preferences program holds all of the individual preferences. 

To open System Preferences: 

■ The icon shown to the left should be in your Dock. 

Single-click on it. 

■ Or you can always go to the Apple menu and choose 
“System Preferences. ...” 

Then single-click any icon to open its preference pane. 

The new pane will replace this one you see. 




button in the upper-left of the window, or press Command L 

The following preferences are explained elsewhere in this book: 
Classic is on pages 408-409, Chapter 23. 

Dock preferences are on page 44. 

Energy Saver is on page 71, Chi^rter 3. 

Internet preferences are on page 317. 

Mouse preferences are on pages 46-47, Chapter 2. 

Network preferences are in Chq)ter 15. 
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13 ■ Customize Your IMac with System Preferences 



Desktop 

Open the Desktop preferences as explained on the opposite page. 

Use the Desktop preferences to change the color of your background on the moni- 
tor. Instead of a color, you can choose a photograph or an abstract image. You can 
also use any photo or graphic image of your choice. Just put that photo or image 
in your Pictures folder, then choose “Pictures Folder” from the Collection menu 
(circled, below) to add the photo. 





. 




D 


>eskto| 


P 



j eeo 


Desktop 


o 


-> Pi ft 0 


m 


1 

1 


1 Show All ' Displays Sound Network 


Startup Disk 


1 



Drag an image file into the well. 




Drag a photo or graphic 
from anywhere on your 
Mac and drop it into 
this spot, called a ''well!' 
to turn it into your 
monitor's background. 
The original image will 
not be removed from its 
storage place. 



Choose "Pictures Folder" 
from this menu to choose 
a photo or graphic image 
of your own. 



The narrow images are designed for a 
cinema display. If you don 7 know what 
that is, you don 7 have one. 



Single-click any image to turn it mto the 
background image on your monitor. 



Tip: If you have a 
digital camera and 
iPhoto, see page 299 
for an even easier 
method of quickly 
changing your Desktop. 
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13 ■ Customize Your iMac with System Preferences 



General 



General 

Open the General preferences as explained on page 214. 

The General preferences pane offers a variety of options, most of which are self- 
explanatory. Experiment — you can’t hurt your iMac with these preferences. 



©GO . 




General 


O.'fe 


im ^ m 




0 ii 




Show All Displays 


Sound 


Network Startup Disk 






Appearance: [1 



I Blue 



ID 



Highlight color: 



for the overall look of buttons, menus and windows 

,;W~6ther.T~~ l«j!^ 

for selected text and lists 



Place scroll arrows: O At top and bottom 
©Together 

Click in the scroll bar to: ©Jump to next page 
O Scroll to here 



Number of recent items: f $ Applications 

[jZS Documents 



Turn off text smoothing for font sizes ' 8 and smaller 



a 



About This Mac 

Get Mac OS X Software- 

System Preferences... 



Dock 


► 


Location 


► 




V 


^ :r 


Force Quit... 




Sleep 
Restart 
Shut Down 




Log Out.. 


OSCQ 



Most of the items above are self-explanatory, except: 

Number of recent items is where you can determine how many 
applications and documents will be shown in the “Recent Items” 
option under the Apple menu, as shown to the left. 



Application'. 

Acrobat Reader 5.0 
Calculator 
InDesign 2.0 
Photoshop 7.0 
L« System Preferences 

Documem-i 
users l.tiff 
- users2.tiff 
usersS.tiff 
users loginl.tiff 
users login2.tlff 

Clear Menu 



Turn off text smoothing will make your text look a 
little “chunkier” or more jaggy on the screen. Large text 
is great when “smoothed,” but when type is really small, 
the text smoothing makes it blurry. So if your type looks 
blurry on the screen, go to this option and choose a 
larger font size as your limit for smoothing. 
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13 ■ Customize Your iMac with System Preferences 



Screen Saver 



Open the Screen Saver preferences as explained on page 214. 



The Screen Saver preferences let you set up a series of images that will automati- 
cally appear on your screen. The basic function of a screen saver is to prolong the 
life of your monitor and to prevent static images from being “burned” into the 
screen. But on your iMac, an image is not going to get burned into your screen 
even if you left it on for a month. To prolong the life of your flat screen display, 
you should probably use the Energy Saver monitor option (see page 71). 

Although the screen saver is not necessary to protect the monitor, you can use it 
to protect the data on your computer by requiring a password: After the screen 
saver automatically activates, a person would have to enter a password before the 
screen saver would go away (see the following page). 

And even though it’s not necessary, this screen saver is really quite lovely and makes 
for a nice look in an office with all the monitors dissolving into various photos of 
beaches and forests and the universe. If you are a web designer, make screen shots 
of your web sites and use them as the screen saver to impress your clients. If you’re 
an illustrator or photographer, use your own images as the screen saver. 



Screen Saver 



Tip: If you have 
a digital camera 
(and if i Photo is 
installed), see 
page 299 for an 
even easier method 
of quickly changing 
your screen saver. 



To turn off the Screen Saver so you can work again, click anywhere, tap a key, 
or wiggle the mouse. 



eoo 

I y H ft 

^ Show Ail Dispiars 




>n T Hot Comers 



Screen Savers 


Preview 


Basic 


ffs 


Aqua Icons 




Abstract 




Beach 




Cosmos 




Forest 




Slide Show 




Random 






r codflsut*) 



Use Energy Saver to prolong the life of flat panel dlspiays. 

f Opwt Energy 



Choose the ''Slide Show** option and 
the iMac will use the photos in your 
Pictures folder as the Screen Saver. 

Or choose "Slide Show, ** then click 
the "Configure** button to choose 
any other folder of images that 
you have on your iMac. 



— continued 
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13 • Customize Your iMac with System Preferences 



Screen Saver Activation 

You can determine when you want the screen saver to automatically appear, and 
whether or not to require a password. The password that will wake the screen 
saver is the password for the current user. 

If you are the only user, you were asked to provide a password and a hint when 
you first set up your Mac. If you’ve forgotten your password, type in the wrong one 
three times and your hint will appear. 



00 


Screen Saver O 


Drag the slider bar to one of these 
time slots. When you don 7 use your 


1 ShowAtt 


M ^ 0 il 

Oiiplan Sound Nctmrofk Sunup OUk 


1 ‘ Screen Comers ) | 


Mac for that period of time, the 




Time saver siarti: 


screen saver will automatically start. 


' 


0 - 

S HMo 10 20 40 SO 60 he»«r 






O Do not ask for a password 

9 Use my user accoum password ' 


■ Choose whether or 7iot 

\ 

1 to require a password to 
i turn off the screen saver. 





Screen Saver Hot Comers 

The Hot Comers pane lets you select a comer that will turn on your screen saver 
when you shove the mouse into it. For instance, in the example below there is 
a checkmark in the upper-right corner of the screen image. If you push your 
mouse into that comer pressing the mouse button down), the screen saver 

instantly activates without waiting for the prescribed period of time (as chosen 
above). If you set a hot comer with a minus sign, you can shove your mouse into 
that comer and the screen saver will not activate as long as the mouse stays in 
that comer, even if the time’s up. 



To check the comer boxes: 

If a checkbox comer is empty, 
click once to put a check in it. 

Click once again 
to change the check to a minus. 
Click once again 
to clear the checkbox. 



0 O Screen Saver O 
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13 ■ Customize Your iMac with System Preferences 



Sound 

Open the Sound preferences as explained on page 214. 

The Sound preferences let you choose an alert sound (the sound you hear when 
the Mac wants to yell at you about something), how loud that alert is, and how 
loud the general sounds on your Macintosh are, like music and video. You can 
also choose to put a sound volume icon in the menu bar so you don’t have to open 
this preferences pane to change the volume. 

Notice you have two volume settings! One is for the alert sounds, and the other 
is the main volume control on your computer. 





Sound 



Show All Display* S>und Networl^Surtu^Dnk 



As you click each of these, you'll hear 
its sound. The last one you choose is the 
one that will be your 7ieiv alert sound. 



Choose an alert sound 



Basso 

Bonk 

Funk 

Class 

Ping 

Pong2003 

Pop 



Play alerts through: .f Built-In audio controller 



If you have installed extra speakers for your 
Mac, you can choose to have the alert sounds 
played through your speakers. 



Main volume: 



Show volume In menu bar 



Click this box to put a Sound icon and menu in the menu bar. 
It will appear on the far-right of the menu bar. 

Uncheck this box to remove the icon from the menu bar. 
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13 ■ Customize Your iMac with System Preferences 




Software 

Update 



Software Update 

Open the Software Update preferences as explained on page 214. 

The Software Update preferences let you determine when your computer will go 
to the Internet and check to see if any of your Apple software has downloadable 
versions of free updates. If you have a fast and permanent connection, such as 
ISDN, DSL, Tl, cable, etc., then it is safe to tell your Mac to automatically check 
for updates. 

If you have to dial-up to connect to the Internet, check the “Manually” option, 
then when you have time to let the computer go do its updating, log on through 
your dial-up and click the “Update Now” button. 



Software Update 



• eo^_ 

M H A o a 

Show All Displays Sound Network Startup Disk 



Software Update checks for new and updated versions of your software based on 
information about your computer and current software. 

Update Software: Q Manually — 

0 Automatically 

Check for updates: [ Weekly 



Checking occurs onty when you have a network connection. 



Status: Software Update was last run at 8:45 PM on 9/5/01. 

f | Shewtog!r^ f Update Nowu^ 



This will show you a list of which 
files were updated and when. 



In this dialog box you can put 
a checkmark in the items you 
want to update. 

If you don*t want to install 
something and it keeps showing 
up, highlight the item, then go to the 
Update menu and choose ''Make 
Inactive...."' 

Later, when you decide to install 
it, choose "Show Inactive Updates" 
from the Update menu. 



! A 



Software Update 



Software Update found the following new or updated 
software for your computer. 

Gick the checkbox to seica the software you want to Install: 
"inioiH * Heine ~ 



O ^ AlrPort Driver Update 

O 5? DVD Player Update 



^Vmloo Sin 

2.0. 1 768KB 

3.0. 1 15.2MB 



This veriton of AlrPort Includes an updated driver for the AlrPort ^ 
: Card and new firmware for the original AlrPort Base Suilon L I 
(Graphite). I 

The updated AlrPort driver improves rr^ustness and prompts for T 
a password when joining a password-protected ‘Computer to t 



Sutus. InstilHng, restart required. 

Downioadtng “OVO Player Update 3.0.1’ (1 of 2) 



Inactive Updates: 13 



f CmictI 1 ' twti* 
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13 ■ Customize Your iMac with System Preferences 



You can also find downloadable software updates by using the option in the Apple 
menu called “Get Mac OS X Software. . This menu option will connect you to 
the Internet (if you’re not already), open the Internet Explorer browser, and take 
you to a page that looks similar to the one below. 




Demo software will 
work for a limited 
time for free, or with 
limited features. 

Shareware is free to 
download, but if you 
decide you like it, you 
should send in the 
small fee required. 

Freeware you con 
download and use for 
free, with blessings to 
the developer. 
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13 ■ Customize Your iMac with System Preferences 



4 . 

Users 



If you 're in the posi- 
tion of having to set 
up iMacs to share 
files and users, it 
would be a good idea 
to get The Little Mac 
OS X Book. That book 
includes every gory 
detail about setting 
up users, logging in, 
sharing files between 
users on one Mac, 
sharing files between 
a number of Macs, 
setting privileges for 
files, folders, and 
disks, and more 
(as well as sharing 
files with the rest 
of the world). 



There is a Shared 
folder (in the Users 
folder) in which 
you can put files 
for all users to read. 
And each user has 
a Public folder 
where she can put 
files to share with 
you, and a private 
Drop Box where you 
can put files for her. 



Users 

You might think you are the only user of your iMac, but how about when the grand- 
kids come over? Or houseguests stay for a week and want to check their email? Or 
a partner sometimes asks to use your machine to type up a resume? And of course 
if you have kids in the house, they want to use the iMac. It's irresistible. 

In Mac OS X, you can create a number of ‘"users" of one machine. All users get 
their own Home and Documents folders that no one else can access. All users can 
customize the Mac using any of the preferences, customize the Dock, the appli- 
cations, and they even get their own Trash baskets that no one else can get into. 
The big advantage of this, to you, is that you can safely let anyone else use your 
computer, even little children or spouses, and they cannot accidentally destroy 
anything, read your email, or even change the time. 

All users can use the applications in the Applications folder, although any cus- 
tomization they do will belong just to them; for instance, they can all use the 
same Internet Explorer browser, but all users will have their own set of bookmarks 
(favorites) and preferences. 

When you set up your machine the first time it was turned on, the iMac created a 
user — you — and you are considered the “Administrator." Now you, as “Admin," 
can set up other users. I hope you remembered your password. 

When someone ebe needs to use your machine, you will go to the Apple menu 
and “Log Out," and the other user can “log in." When he is finished, he logs out 
or shuts down, and you log back in to your own machine. 

To create another user: 

!• Open the Users preferences as explained on page 214. 

2. Click the button “New User. ...” 
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3 . In the “Identity” pane, as shown below, type the name of the user, or type 
a generic name that everyone else except you will have, such as “Guest.” 

4 . A shortened version of that name will appear in the “Short Name” edit 
box, but you can change it to whatever you like, as long as it’s no longer 
than eight letters, all lowercase, and no spaces or funny characters. 



You can click one of these images, 
and at the log-in window, this picture 
will identify the other user. 

Or drag any picture on your computer 
^ into the “Login Picture” space. 




Name: 

EJumpW. Mj/v Janet 



Short Name: 



TIM l» an attanute nama for yoM account, utad by 
»o«a natwork Mrvtcat. Cncar I lowarc at a chacKtan 
rr wnh netpacat. laampJe mjonat 




polva from ttM rtoOar. laJaa onabatow. or click 

Choota to locatt a pKtura Ma. 




i I 









5. Click the “Password” tab. Enter a password (twice) and a hint to yourself 
in case you forget the password. You don’t need a password. In fact, if the 
other user is a small child, skip the password; at the log-in screen, all the 
child will need to do is single-click her picture. 




6. Click “Save.” Go to the next page and set up the Login screen. 
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Login 

Open the Login preferences as explained on page 214. 

The Login preferences are handy even if you are the only user (see the previous two 
pages about other users). You can make certain applications start up automatically 
when you turn on your iMac, have a song play, or have documents open and ready 
for you to work on. You can also make some adjustments to the log-in window, 
which is especially useful after you have more than one user. 



Each user can set up their 
oivn Login Items — click 
the ''Add. . button and 
find the file or application. 

If you are setting up a 
small child's login, you 
might want their favorite 
software applicatio7i to 
open automatically. 

To change the Login 
Items for a user, you 
must log in as that user. 



Note: Only the Admmistrator (you) 
can change this payie. 

0)ily one user can be chosen to 
"Automatically log m. " This should 
be you, although if automatic 
log-in is on, other users can log in 
without needing your passtvord. 

If you "Display Login Window as" 
entry fields, everyone must type 
in their names and passwords. 

If you choose to display a list 
of users, the picture chosen in 
User Identity (previous page) will 
be visible. The user clicks on the 
picture ayid types a password 
(if she has one). 



Q Q ;; Login O 

\ M ^ ^ 0 

I Show All Sound Startuo Disk SKirtno Network 




0 Automatkalty log in 
Nam«; robin 




Display Login Window as. Q Name and password entry fields 

9 List of users with accounts on this computer 
0 Show 'Other User' In list for network users 

Q Disable Restart and Shut Down buttons f 

0 Show password hint after 3 attempts to enter a password I 

A hint can be created in the Uitrs pane. ; 



Oick the lock to prevent further changes. 
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The Internet 

ar)J thi 

Worli WiJe Vfel 

I he “i” in “iMac” stands for Internet. If you are sitting in front 
of an iMac, you are sitting in front of the easiest and most cost- 
effective solution to connecting to the Internet. You might have 
gotten a “cheaper” solution, such as a WebTV box that hooks up 
to your television, but then you wouldn’t be able to do anything 
else with that machine except use the Internet — you wouldn’t be 
able to do your personal accounting, bum CDs, or edit movies. 

This section discusses what the Internet actually is, what the World 
Wide Web is, and the sorts of thing3 you can do there. If you didn’t 
set up your iMac to connect to the Internet in Chapter 1, then 
follow the directions in Chapter 15 to get connected; otherwise 
skip that chapter. In Chapter l6, learn how to surf. 



log on: When you use your computer to connect to a communication 
system such as a phone line to get to the Internet or a network 
(system of connected computers) in a large office, the process is 
called logging on, and then you are online. Usually to log on you 
have to enter a password. 

When you are done, you log off, and then you are offline. 

The process of logging on and off is similar to calling up a friend 
and saying hello (logging on), chatting for a while (being online), 
then saying goodbye (logging off). 

surf: Wander around the World Wide Web. 



Note: In the Apple 
menu, you have an 
option to "Log Out,'' 
but that refers to 
using the iMac itself, 
espedally in reference 
to multiple users on 
one Mac (as explained 
on page 222). 
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This Internet thing has been around for over thir^ ypars. In the late 1960s, the 
United States government’s Advanced Research Projects Agency (arpa) wanted 
to encourage scientists in academic, military, and research institutions to work 
together to catch up to the Soviet’s advances idroii^^. The scientists demanded 
computers, which were enormously expensive ^llidtime, and arpa realized they 
would need fewer computers if the machines were connected by means of a network. 

So this connectivity has grown to include literally millions of computers all around 
the world, all connected, all capable of sending messages to other computers, 
sometimes through telephone lines, sometimes through other sorts of specialized 
lines, and sometimes with no lines (wireless). And it’s this worldwide connection 
that’s now called the Internet. 

Think of the Internet as being similar to the electrical wiring in your house. In 
your house, the wires go into every room, out to the garage, the back porch, the 
laundry room, and other places. And that wiring allows you to plug in a variety 
of devices, such as a refrigerator, washing machine, coffee pot, microwave oven, 
computer, and lamps. The wiring itself doesn’t do anything — it is just the system 
that allows everything else to work. 

The Internet works (hypothetically) like your electrical wiring. It potentially 
connects every home and office on earth, and allows all sorts of things to “plug 
into it.’’ In this chapter we’ll talk about some common uses, such as email, news- 
groups, and mailing lists, and the new technology that has changed the world, the 
World Wide Web. The web is not the Internet, just like a lamp in your home is not 
the electrical system. The web uses the Internet to display pages on your computer, 
just like a lamp uses the electrical system to brighten a room. 
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14 ■ What is the Internet? 



See Chapter 20 for 
details on how to get 
your email and how 
to send others email. 



Email 

Email stands for “electronic mail,” which is a message similar to a letter that 
is delivered to your mailbox. The difference, of course, is that it is created elec- 
tronically (in a computer) and is delivered over the Internet straight to another 
computer. You “open” the electronic mail and read the contents, and you can send 
an email response instantly. When you receive an email, the phone doesn’t ring; 
your computer doesn’t have to be turned on; you can choose to open the email 
or delete it unopened; you can read it anytime of the day or night; and you can 
answer it anytime of the day or night. 

No matter where the recipient of your message lives or how long the message, it 
doesn’t cost anything extra (anything more than the cost of your monthly Internet 
service). You can send hundreds of messages a month. It’s much quicker and 
cheaper than using the post office, it’s much more fun, and you don’t have to 
get dressed. 

Electronic mail can be simply text, or it can include pictures, web pages, or files 
such as spreadsheets or word processing documents. 

When you sign up for Internet access (if you haven’t already), you will usually 
be offered an email account; if not, ask for one. You can tell them what you want 
your email name to be. If you get an email account with a large “provider,” such 
as Earthlink, you might have to get creative with your name because there are so 
many millions of names taken already. 

Your address will look something like this: 

john@somethiRg.com or john@ratz.com 

An email address always has the @ symbol, pronounced “at,” and the period is 
always called a “dot.” (There is never a space in an email address.) (Well, except 
in some America Online addresses, before the @ symbol.) So the address above 
is pronounced: 

John at Something dot Com or John at Ratz dot Com 

If you chose the Earthlink option when you first set up your iMac (Chapter 1) to 
connect to the Internet, your email address will look something like this: 

youmame@earthlink.net 
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Examples of email 

Below are a couple of examples of email. If you use some software other than 
America Online or Mail (the application that comes with Mac OS X), your email 
window may look different from those below, but it will be similar. On the examples 
below, circle these common items: 

To field: Where you type the email address of the recipient. 

Subject field: Where you type a subject so the receiver knows 

what this email is about. 



Message area: Where you type your message. 

Attach button: Click to find and attach an extra file to send to someone, 

such as a photograph, newsletter, business report, sound, 
etc. 



A field is a box 
in which you type 
information. In the 
example of the email 
form, you can see 
fields for To, Cc, 
and Subject. 



Send button: Click to send the message. 



® 0.0 Holiday email addres s Q 

^ A ^ @ 

Send Attach Fonts Colors Save As Draft Address 
To: UrlRatz9mac.com 
Cc: 

Subjea: Holiday email address 

Account r>^^orietr< Signature: fNone 

Hi friends and family, || 



All email message created in 
Mail, the email application 
that came with your iMac. 



We've made an email list to send occasional messages to while we're in H 
England and Scotland between December 19th and January Sth. This is an Sfl 
email test to see that the list Is working and so that you can choose to be 
taken off the list if you prefer, for whatever reason. We advocate putting 
someone on a list only with their permission, and understand that many 
people, for various reasons, prefer to not be put on an email list, even a ^ 

temporary one such as this one. So let us know and well remove you if you ,, 

prefer. While we're traveling we'll be using the following email address; 



aoe 




^ [11ZIm 3 ESQ] A g ag Dg og C^Z3 



HI Mrs. Ratz, 

Visit our SFMUG web site to team all about the Santa Fe Macintosh Users Group. Go to 
http://www.santafemug.org and you'll find links to monthly mestlng information, 
consultants. Special Interest Groups, and more. There's a 'members only* section that 
provides links to software and support. You can use an online form to join SFMUG and 
use PayPal to pay for new or renewed memberships. 

Thanks for your Interest, and I hope to see you at a meeting soon. 

Regards, 



sign on A 
Frlvnd 



An email message created 
in America Online. 
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Newsgroups 

One of the popular features of the Internet is newsgroups, which are groups of 
people around the world who have common interests, such as rugby, pet cheetahs, 
leukemia, pregnancy, hair salons, gay children, Robert Bums, Judaism, various eras 
of history, collections of all sorts, etc. There are about 30,000 different newsgroups. 
People in each group “post” their news or questions or comments on the Internet, 
which is kind of like pinning messages on a bulletin board in the community 
laundry room, and everyone in the group can read them and post their own answers, 
comments, or questions at any time. It’s a wonderful resource. 

Some newsgroups are intended for discussion, and some for announcements and 
queries. Some groups are moderated, vdiere someone reads the postings and perhq)s 
censures messages before posting them. 

Newsgroup members often bond together into a tight clique, depending on the 

newsgroup and its particular members. Thus the one thing you never want to do 

protocol: Set of rules, is bounce into a newsgroup and holler, “Hey! What’s goin’ on here?” The protocol 

sometimes spelled out, jg jq “lurk” for a while, j ust hang around and listen to people, catch the tone, find 
sometimes expected , . , , . „ , , j. , ^ 

to be understood. °ut what s already been talked about, discover the different personahties, etc. When 

you do join in, stay on the topic. 



flame: An irate message Also, you must always read the “FAQ” (pronounced “fak”) which is the list of 

or posting, often to new Frequently Asked Questions. If you dare jump into a newsgroup and ask a dumb 

users who didn t read , . . . , , 

the FAQ. If someone Question that was covered in the FAQ, you are guaranteed to get pounced upon by 

sends you a nasty some annoyed member. 
message, you have been 

flamed. When people NEVER TYPE IN ALL CAPS. Online, all caps is the equivalent of shouting, and 

start posting nasty people won’t hesitate to point it out to you. 

messages back and forth 
to each other, that 
is a flame war. 
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Find a newsgroup 

To find a newsgroup that is centered around your particular interest, go to the web 
site www.google.com and look for the link called “Groups” (don’t worry, I’ll tell 
you how to “go” there in a few minutes, on page 252). The current site is shown 
below, but it changes all the time. (In addition to newsgroup searches, Google is 
my favorite site for doing any kind of search, as described on pages 258-259.) 



To hnd people talking about your interest: 

1. Click the “Groups” link on Google’s home page. 

2. In the text field on the Google Groups page (circled, below), 
type in what you want to talk with other people about. 

3 . Click the “Google Search” button. 

4 . You will get a list of results; click to read any of them. When you read 
a “posting,” you will find a link to add yourself to that newsgroup. 




Groups 



Click to begin search 
after you . . . 



Directory 



Imagat 



Google Search 



Persian literature 



enter keywords here. 



Post and read comi |r?nts In Usenet discussion forums. 



news. Info about Usenet News.. 
rec. Games, hobbies, sports... 
sd. Applied science, social science. 
soc. Social issues, culture 
talk. Cuaent issues and debates 



alt Any conceivable topic. 
biz. Business products, services, reviews... 
comp. Hardware, software, consumer info... 
humanities. Fine art, literature, philosophy. 
misc. Employment, health, and much more 



You can also ''drilV your way down to specific subject matter: 
first click one of the main topics on the bottom half of the page, 
then choose more specific options on subsequent pages. 



.eoe 






© Google Groups 







^ ' 


- ^ 


0 It 


i » 


a sa 




m 


) Back 


Forward Sroj: 


Refresh Home 


\ Autonii 


Print Mail 








]© r>ttp://wv 9004k. 


cofn/9rpr<p?Ma»n 
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Mailing lists 

Using the Internet you can also join any of 90,000 mailing lists, or listservs, which 
are similar to newsgroups except instead of posting messages on a bulletin board, 
you get email delivered to your computer. Once you join a mailing list, any email 
message sent by anyone on the list automatically goes to everyone else on the whole 
list. In an active list, this can mean lots of mail. 



Find a mailing list 

To access a vast list of mailing lists, go to this address when you get connected 
to the Internet (don’t worry, I’ll tell you how to go to an address on page 252): 

www.liszt.com. 



<1 






1 §> 




m 




Back Forward Slop 


Refresh 


Home 


^ AutoFill 


Print 


Mail 





000 



Toptca: Leam More. Surf Less. 



http ://wv.ltat.eom/ 



Choose from Thousands of Newsletters and Discussions 



Art & Design 
Books, Movies & TV 
Developers 
Food & Drink 
Hoatth & Fitness 
tntornel 




News & tirronnslion 
Person^ Finance 
Personal Technology 
SmaQ Business 



Sports & Recreation 
Travel & Leisure 
Women & Family 
The Topica 20 
More... 



[ Search 






Click on any topic to get more 
information, and then if you like you 
can “subscribe,” which is the process 
of joining the list so you get the mail. 
You’ll usually find a button called 
“Join this list.” 

Or type in a topic in the search field 
(circled, to the left), click the “Search” 
button, and see how many mailing lists 
there are on your favorite topic. 



The most important thing to remember! 

If you join a mailing list from the web site shown above, most lists will have the 
nice feature of including a button in each email that you can click when you want 
to unsubscribe from the list. 

But generally, one of your first pieces of email from a mailing list will be 
instructions on how to get off the list. Keep these instructions! There is only 
one way to get off that list and stop all the email, and if you don’t have the specific 
directions you will end up accidentally emailing everybody on the list telling 
them you want to get off, and they will all email you back nasty messages, and 
you will still be on the list. 

An email list is not run by a human; it is run by what’s called a “robot,” which is 
actually software, of course. But unless you send the precisely worded message to 
the right robot, you can’t get off the list. So keep those directions in a safe place. 
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What is the World Wide Web? 

You will definitely be using email, and you might want to join a newsgroup or 
a mailing list, but the place you’ll find most incredibly useful, informative, and 
downright fun is the World Wide Web. The Internet itself has been around for 
thirty years, but it wasn’t incredibly popular because you had to be a nerd to know 
what was there and how to access it. There were no pictures, no sounds — just ugly 
yellow or green text on a black background and you had to type in weird codes to get 
what you wanted. Then the Macintosh was invented and changed the way people 
used computers and changed our expectations of what a computer should do. We 
grew to expect graphics, sound, and attractive stuff on our monitors. 

So several years ago new technology was developed that allows us to send not just text 
email messages and news postings, but full pages through the Internet that include 
color, sound, graphics, animation, interactivity, and video. And the individual pages 
have “links” that connect them to each other. 

The World Wide Web is actually many millions and millions of individual pages; 
the more simple web pages are very much like the word processing pages you might 
be used to making. The information and graphics on these pages are sent around 
the world using the connection called the Internet. 




This is a typical "home page," or table 
of contents page of the web site. On this 
page you will find “links” that take you 
to other pages in the site. 



A web site is a collection of web pages. This is an example of 
an “entry page" to a web site. It leads to the “home page," or 
table of contents to a site. (Not all web sites have an entry 
page; often the first page will be the home page, or table of 
contents.) You will click a “link" to go to the next page. 



These are other pages in the site. 

Each of these pages may lead to other 
pages, using links. The other pages 
do not have to be in the same site — 
you might go to a page in Japan or 
Istanbul or next door. 
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What's a browser? 

Of course, to see web pages, first you have to be connected to the Internet. And you 
also need special software, called a brovrser. 

A browser is just like any other software that has a special purpose. If you want 
to type a letter, you use the sofhvare called a word processor, right? If you want 
to crunch numbers, you use the software called a spreadsheet. If you want to see 
World Wide Web pages, you use the software called a browser. 

The browser that is already installed on your iMac is Internet Explorer. 

Note: Internet Explorer is not the only browser in the world. Someday you 
might like to try others, especially if you prefer not to support Microsoft 
(when not writing this book, I keep a Microsoft-free environment). The 
other most common browser is Netscape Navigator. If you want to use the 
Netscape browser you can download it from the Netscape web site. Go to 
www.netscape.com and click the “Download” button at the top of the 
page. If you have never downloaded software before, you might want to 
have someone walk you through it. 

Another browser I like is OmniWeb from Omni Group; you can download 
it from www.omnigroup.com. 

The same web page will often look slightly different in each of the browsers, and 
will look slightly different again if you use America Online. 

Since Internet Explorer is already installed on your iMac, I’ll use it for the examples 
in this book. 




This is the icon that represents the 
Microsoft Internet Explorer browser. 



I ’m a m-tHounJ. 
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Let's look at a web page 

Once your iMac is connected to the Internet (in the next chapter, if you haven’t 
done it already), the rest is easy. Below is a typical web page, displayed on the 
screen using a browser. 

I’ll go into detail in exactly how to surf the web in Chapter 16, but for right now 
just take a quick look at a typical web page. One of the most important features on 
a web page is links. You click on a link with your mouse, and the browser “jumps” 
to another web page with different information. You know an item (either text or 
a graphic) is a link when you position your mouse over the item and the pointer 
turns into a little pointing hand, like this: ^ . You can usually tell a text link 
even without the pointing hand because the text is usually underlined (but not 
always). 



Another important feature of a web page is its address. Every web page has an 



individual address, just like a house address. The address is also called the URL 
(pronounced “you are ell”). If someone says, “Hey, what’s your URL?” they mean, 
“What’s the address to your web site?” 



URL* an acronym for 
Uniform Resource 
Locator, the technical 
name for a World Wide 




eoo 



Back 



© Url’s Internet Cafe Coffey 

' - 






iS 

Print 



Mail 






^ Index Coffa^a^^TTOB^^BSrooii^^MefnBnt Cafe Staff Contact Us Attic 



The Coffee Baris 
where UrI spills his 
guts about his 
adventures, his loves, 
and his pathetic life. 



Adjoining Rdvns 



Sportz Bar 
Luddite Lounge 
Art Gallery 
Rest Roomz > 



On a recent trip to Kentucky for a Robert Burns Supper , 
cafe executive Robin W and UrI stopped by radio station 
WUKY in Lexington to be guests on the Curtains@8i show 
Urt wasn't allowed to talk, but he had his digital camera with 
him as DJ Nick Lawrence conducted Robin’s Radio 
Interview 



address. 



Url: This "ilrl" (pronounced 
"Earr) is a sleazy rat with 
his own web site. He's 
known world-wide^ and he's 
resourceful, but there's 
nothing uniform about him. 



When text is underlined, that means it's a "'link. 
Click on links to "Jump" to other web pages. 
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And what's a modem, anyway? 

It’s kind of interesting to understand why you have to use a modem to get online. 
You see, the computer is digital, meaning it can only do things in whole chunks. 
It can count from 0 to I; it can understand “on” and “off.” It can understand stuff 
that is counted in whole numbers, like ice cubes. 

The connection lines, however, are analog. Analog is flowing, infinite, and can be 
broken down into smaller and smaller pieces. Water is an analog thing. 

So to get information from the digital computer to go through the analog lines, 
the modem takes the digital information (ice cubes) and turns it into analog 
information (water) to send it through the lines. On the other end, another modem 
takes the analog information (water) and turns it back into the exact same digital 
information (ice cubes) for the other computer. 

How fast a modem can do this is called its “baud rate.” The bigger the baud rate 
number, the more information (ice cubes) it can process. The chart below shows 
what these numbers mean. 



Speed 


Say it 


Write it 


How fast is it 


2400 


twenty-four hundred 


2400 (2.4) 


slo-o-o-o-w 


9600 


ninety-six hundred 


9600 (9.6) 


not much better 


14,400 


fourteen-four 


14.4 


minimum for the Internet 


28,800 


twenty-eight eight 


28.8 


the Internet is do-able 
at 28.8 


33,600 


thirty-three six 


33.6 


pretty good 


56,000 


fifty-six k 


56K 


pretty fast* 




The faster the modem, the more 
information it can process at one time. 

*You have a 56K telephone modem built 
into your iMac. However, the baud rate 
is still dependent on how “clean" your 
local phone lines are. Rarely will you 
actually get data at 56K! 

You might use something like cable 
or DSL to comiect to the Internet. Those 
are very high-speed lines that go through 
special external modems, not your 
iMac's internal telephone modem. 
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You probably set up your iMac to connect to the Internet when yoii first turned 
it on and followed the step-by-step instructions in the Set Up Assistant. But just 
in case you didn’t, this chapter tells you how to get an Internet Service Provider 
(ISP), what settings to make, and how to connect. Even if you’ve already set up 
your iMac with an Internet connection, you may change ISPs or change settings 
at some point. 



237 




15 ■ Connect to the Internet 



Mini-glossary 

This chapter uses some terms that may be unfamiliar if you’re new to the Internet. 

Take a moment to scan these brief explanations. 

America Online (AOL): America Online is an “online service.” It is a self- 
contained entity that offers content and services of its own, but also 
provides access to the World Wide Web (Ch^ter 1). 

broadband: Technically, “broadband” refers to telecommunications in which a 
wide band of frequencies are available to transmit information. Simply, it’s 
an Internet connection that can send a lot of information in a short period 
of time, such as DSL or a cable modem. 

cable modem: A cable modem is a device that connects your computer to the 
Internet through a service provided by your local cable TV company. It’s 
similar to (but more complex than) a telephone modem. It connects to 
your computer with an Ethernet cable instead of a telephone cable. 

dial-up: Dial-up refers to an Internet connection that requires your modem to 
“dial up” your iSP on a phone line. This is the slowest type of connection. 

DSL: Digital Subscriber Line is a type of very fast Internet connection referred to 
as “broadband.” A DSL connection is convenient because your connection to 
the Internet is always on. It is fast enough to enable continuous transmission 
of complex and large files (video, audio, and 3-D) over the Internet To get DSL 
service you must be located within a certain distance of a telephone company’s 
“central office” where “switching” equipment makes DSL connections possible. 

Earthlink: Earthlink is a national iSP that can provide you with Internet access, 
email accounts, web site storage, and global connectivity services (Chapter 1). 
They offer dial-up as well as a variety of broadband services. 

IMAP: IMAP (Internet Mess^e Access Protocol) is a type of email account in 
which you can access your email from anywhere because it’s stored 
on the ISP’s server (page 346). 
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Internet: The Internet is a network of millions of computers around the world 
that can communicate with each other through phone lines, wireless 
technology, and other sorts of specialized lines (Chapter 14). 

ISDN: ISDN (Integrated Services Digital Network) is a type of fast Internet 
connection (broadband), although not as fast as DSL. 

ISP: An ISP (Internet Service Provider) is a company that you pay to provide 
access to the Internet. Your computer connects to the ISP’s computer, which 
is connected to the Internet (Chapter 1). 

iToob account: iTools is a suite of very cool tools and services that ^ple offers 
free to Mac users who use Mac os 9 or Mac OS X (Chapter 19) . 

log on, log off: When you connect to the Internet or a network, it’s called 
“logging on.” When you disconnect from the Internet or a network, it’s 
called “logging off.” 

modem: A device that transmits information between your computer and the 
phone lines. The iMac has an internal modem built in. 

network: When computers are connected with cables (or sometimes wirelessly) 
so that you can send files back and forth between computers, you have 
a network. The Internet is a network that connects all the computers in 
the world. 

POP: POP (Post Office Protocol) is a type of email account in which your messages 
are downloaded to your computer when you check your mail (page 346). 

server: A server is a special computer that “serves” content (web sites, audio, 
video) up to the Internet 

URL: URL (Uniform Resource Locator) is the technical name for a web address, 
such as ht^y/www.ratz.com. 

World Wide Web: The World Wide Web consists of the millions of web pages that 
contain text, gr^hics, and other kinds of content (Chapters 14 and 16). 
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1. Connect your telephone modem 

If you chose not to set up your Internet connection when you first started your 
iMac, you can do that now. Unless you’ve made special arrangements with an ISP 
for a broadband connection (such as DSL or cable modem), you will connect to 
the Internet using a telephone modem connection. 

■ Plug one end of the telephone cable that came with your iMac into a 
phone connection in the wall. If your phone has a “data port” connection 
you can plug into that (but make sure your phone is connected to the 
wall connection). 

■ Plug the other end of the phone cable into the modem port. 



This is the modem port 
on the back of the iMac. 




If you plan to use only America Online, double-click the AOL icon in the Install- 
ers folder that’s located in the Applications folder. The AOL installer will take you 
step-by-step through setting up a new account or accessing an existing one — and 
you can skip the rest of this chapter. 

If you are in a school or large business with a network (all the computers 
are connected and can send messages to each other, even without the Internet), 
you should talk to your network administrator first because you will need to know 
several technical details to go through the process. 

If you are at home or a small business and you either have an existing telephone 
modem ( 'Jial-up) service with a local ISP that you want to get set up on your new 
iMac, or you want to start a new account with a local ISP, follow the steps and fill 
in the information in the Network preferences window on pages 244—248. 
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[If you chose Earthlink as your ISP] 

If you want to use Earthlink (a national ISP that has worked with Apple to make 
it easy to set up an account on your iMac; see page 10), follow the steps below, 

then skip the rest of this chapter. 

1 . In the Applications folder, double-click the “Earthlink Connect” icon. 




Earthlink 



2. Follow the step-by-step instructions that appear on your screen. The second 
window you see lets you choose to set up a “New” or “Existing” account. 
Click “Setup New” to create a new account and connect to the Internet. 




t] 



Setup New Account - User Ink) 






PUasc enter the Email atfUrett and pa»word you would like for your new 
^ ^ Earthlink atcount. Only tetters tupper and lower case) and numbers are 
vabd characters in a password. O^t forget to write down your password 
In a sacurc place' 



Entail Address 



# MrOWnkvwl 



Enter password 
again here. 



Your email address will be: 



I 



The instructions include Earthlink information about fees and 
services. The first thirty days are free and the set-up fee is waived. 
Your membership includes eight email addresses, a Personal Start 
Page, a subscription to Blink magazine, and ten megabytes of 
free web site storage. It’s a good way to get connected right away 
while you decide if you want to keep the Earthlink account. After 
you’ve completed the on-screen forms for billing and credit card 
information, you see the window on the right with the necessary 
information filled in. 



Q O . lflt«rnaJ Modem 

Conftgumton Inttmal Modem 

S«rvtc« Provider EenhUnk PPP 
Telephone Number ’ 222-4980 
Ahcrnaie Number 

Ntme: ro*dre«#«4rthJink.net 



Pesiword •••••• 

Q Show modem status in menu bar 
These settings tan 6e changed in Networti Preferentts- f Mk -. ^ 




3 . 



4 . 



Click the “Connect” button. 

The Status panel of the Internal Modem window shows the 
status of your connection (bottom, right). 

When the Status panel indicates that it is connected, click 
the “Internet Explorer” icon in the Dock to start browsing 
the World Wide Web. (learn about Internet Explorer in 
Chapter 16.) 

For more information about 
Internet connect and how to go 
directly to it, seepage 250-251- 



eo. 



InctrnaJ Modem 



Configuration Internal Modem 



3® 
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Network 



2. Open the Network preferences 

If you skipped the Internet setup when you first turned on your Mac, it’s okay 
because you can just enter the information yourself. You’ll use the Network 
and Internet preferences, as explained below and on the following pages. You will 
also need to use these preferences when you decide to switch ISP providers, when 
you upgrade to a broadband connection from a dial-up, when you connect your 
Macs over Ethernet to share files, when things go wrong, etc. 

1. To open the Network preferencest 

a. From the ^ple menu, choose “Preferences ..."or click on the System 
Preferences icon in the Dock. 

b. Single-click the “Network” icon. There is probably a Network icon in the 
toolbar across the top of the System Preferences pane, and there is one in 
the third row of preferences. They’re exactly the same thing. 




Many of these settings you don ’t have to worry about, so 
don ’/ let all this scare you. 



242 







15 • Connect to the Internet 



2a. Do you need to make a Location? 

Read this only if you use more than one type of connection (dial-up, DSL, 
AirPort, etc.). 

If you have a simple situation with your home or office computer in that 
you have one Internet Service Provider and you won’t be switching between your 
dial-up connection and an AirPort connection and your 
office network, then skip the following information 
about making a Location. You will be just fine with the 
“Automatic” Location that Apple will create for you. 

If you think you’re going to add other connections, like 
an AirPort connection when you take your laptop to your 
treehouse or a network connection in your office, it’s a good 
idea to make a new Location. A Location is simply a col- 
lection of your specifications (a “configuration”) for that 
particular connection. If you have several Locations, you 
can just switch Locations from the Apple menu and all the 
rest of the changes are made for you. 

To make a new Location: 

1 . In the Network preferences, click on the “Location” pop-up menu and 
choose “New Location. ...” Type in a name and click OK. 



About This Mac 

Get Mac OS X Software.. 

System Preferences... 
Dock 



Recent Items 

Force Quit... 

Sleep 
Restart 
Shut Down 

Log Out... 



QXQ 



Once you've made 
a Location, you can 
go to the Apple menu, 
choose the ^Location" 
item, then choose 
the name of 
your Location. 



Automatic 
cybermesa 
✓ DSL 

Office network 
Network Preferences... 

All of your 
settings will switch 
immediately and 
you won 't have to 
go to the Network 
preferences to 
change everything. 



2. From the “Show” pop-up menu, choose your method of connection. 

For instance, if this is a dial-up account through your telephone modem, 
choose “Internal Modem.” 

(If you don’t see your connection 
method in that menu, which is unlikely, 
choose “Active Network Ports” from the 
Show menu and make sure all of the 
ports available to your Mac are checked 
on. To get back to the main Network 
pane, from the “Show” menu, choose 
the port through which you want to 
connect, such as “Internal Modem.”) 

3. Follow the steps on the next pages to set 
up the configuration for this Location. 



, »ee Network 

m ^m m 

show All DlipUvt Sound Nttwofk Sunup Dttk 






c 



Location: cybermesa 






Show: I internal Modem 



|| Ttp/iP Mode^ 



Configure: fusing PPP 






Domain Name Servers iOptioftat) ■ 



IP Address: 
Subnet Mask: 
Router 



(Provided by PPf server) 



Search Domains (Opoonan 



Example; apple.com, earthimk.net 



Okk the lock to prevent further chartges. 



( Apply Now ) 
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3. Enter the TCP/IP information 

TCP/IP is what sends your messages out and makes sure the messages you receive 
are put together properly. 

Below you see the TCP/IP pane for a telephone modem connection. Your service 
provider will most likely give you an “IP Address” to enter in that edit box, shown 
below, left. 

No one expects you to 
know whether to use 
a manual configura- 
tion, as shown above, 
or the option of “Using 
ppp,” as shown below. 
Get this information, 
plus an IP address 
if necessary, from 
your Internet Service 
Provider. 



Ask your ISP if you should 
enter the numbers for DNS 
(Domain Name Servers). 
They will be in the same 
format as the IP address; 
that is, something like 

192.254.10.93. 



You’ll probably use this “Using ppp" configuration. 



e Q Network Q 

M ^ @ @ PI 

ShowAlI Seand Ntnwfc Surtup Oali DiipUys 



Location; f Automatic 
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4* Enter the PPP information 

If you are setting up the configuration for a telephone modem, click the PPP 
tab. Enter the name of your service provider, the phone number they told you to 
dial, and an alternate (if they give you one) in case the first one is busy. 



The account name and password, in this case, is your account name and password 
with your service provider. Often it is different from your email name and 
password! You can change your email password whenever you like, but your 
account password for your ISP is given to you by your provider and cannot be 
changed unless you call them up and arrange it. 



, Q O 0 N etworh 

y p ^ @ n ' 

ShowAU Sound Network SurtupDitk 

Location; f cyt^rmesa 



3 



Shovr f tntcroal Mo^ 



g,.. 



r-rtP/H 



iidfts y Moiye^ 



Service Provider CyberMesa 



Telephone Number 474-S6S6 
Ahemate Number. 



Account Name; ■ robin 
Password; •••••• 



SJSave pasn 



Checking this box aSowt eil users of this tomputcr to 
access ttus imcnvct account wAhout entering a passwordL ^ 



f PPPOpittens... y 



Clkk the lock to prevent funber changes. 



■j eo 

iMl i 

Show MI i 



Network 




f 






Scssiott Options: 

3 Connect automatically when starting TCP/tP applications 
0 Prompt every (sO l minutes to mainuin connection 
0 Disconnect If idle for 1 5 minutes 
0 Disconnect when user togs out 
0 Redial If busy 
Redial i il times 
Walt I 30 j seconds before redialing 

Advanced Options; 

0 Send PPP echo packets 

0 Use TCP header compression 

0 Connect using a termlisal window (command line) 

0 Use verbose logging 

f I 



PWOptiow... Y ~ 



^ Okk the iocii to prevent further changes. 



f ApplyNcwi 









You can choose to save your password 
so you won ’/ have to type it in every time 
you connect to the Internet As the message 
states, this would allow anyone who uses 
your computer to connect to the Internet on 
your account without knowing the password. 
This might be fine, unless your account 
uses the same password for your email 



Click the *TPP Optiom . , . ” button 
to get the options shown below. 



Because Mac OS X goes to the Internet so often, 
you might like to make sure this box is checked 
so your connection will automatically open 
when necessary. If you share a phone line, 
you might not want this checked so your Mac 
won ’/ try to connect when you least expect it 

Read through the ''Session Options*' and make 
your choices. 

In the "Advanced Options f just leave things 
the way they are unless you know what 
you're doing. 
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5. Choose your Modem preferences 

In the Modem pane, the Mac has already chosen your internal modem for you. 




Sound: Annoying as the sound of the modem is, it’s a comforting feeling when you 
hear it connecting. I usually leave it on because then I can instantly tell whether 
things are working properly or not. 

Dialing: If you have a very old telephone that uses a pulse instead of a tone, choose 
“Pulse.” If you actually dial a round wheel to make phone calls, you’ve got a pulse 
phone. If you can play little songs with the musical tones when you punch the 
buttons to make a call, choose "Tone.” 

Wait for dial tone before dialing: If you’re outside of North America, you might 

^ , , want to uncheck this box because most foreign phone systems use a dial tone that 

Thts ts the modem , . 

status in the modem won t recognize. 

Show modem status in menu bar: Check this box to put a little phone icon 
on the right side of the menu bar. Choose this modem status menu to connect, 
change your port, or open Internet Connect (which is shown and explained 
on page 250-251). 



Once these settings are entered, go to the next chapter and log on to the Internet 
(page 250). You’ll use Internet Connect. 



menu bar. 



Modem: Idle 



Connect 



✓ Internal Modem 
Open Internet Connect. 
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Proxies pane 

If you are a home or small office Mac user, you won’t need to bother with the 
Proxies pane. If you work in a large corporation or university, ask the network 
administrator if you should change any of the Proxies settings. Proxies are designed 
to work around a firewall, which is a system designed to prevent unauthorized 
access to or from a private network, such as a corporate intranet (a private, 
in-house network). A firewall might be implemented with software or hardware, 
or a combination of both. 

Broadband connections: The TCP/IP pane 

If you have a broadband connection, you need to choose “Built-in Ethernet” from 
the “Show” pop-up menu, circled on the next page, because your Mac connects 
to the special broadband modem with an Ethernet cable. 

To get a broadband connection, someone will have to come to your house and set 
up a special modem that connects to a broadband service, such as dsl, or a cable 
connection from your local cable TV company. Broadband service costs extra, but 
the advantages of broadband outweigh the cost. With a broadband connection you 
never have to dial up, log on, or log off — ^you’re connected to the Internet any 
time your computer is on. Just leave your browser open all day so you can click 
the browser icon in the Dock to instantly surf for information, check the news or 
get your email. A full-time connection allows you to have your email program 
automatically check for mail at specified intervals. You can click web links that 
may be in a word processor or PDF file and you’ll go straight to the Internet. You 
can be working on a research paper, pop over to the Internet, get information, 
then switch back to your research paper. You gain a huge increase in speed of 
downloading (and uploading) pages and files from the Internet. Plus, there are 
some Internet technologies that don’t work well enough with slow connection 
speeds to be useful. 

The TCP/IP pane, shown on the next page, contains the settings necessary for you 
to connect through a broadband service. The settings will vary, depending on your 
broadband ISP. 
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In the TCP/IP pane, the necessary information has probably been filled in by the 
technician who brought you the modem and set up your connection. If not, you 
can get the information from your provider (the IP address, the Subnet mask, and 
the Router number) and fill them in yourself: From the “Configure” pop-up menu, 
choose “Manually” and fill in the blanks. 

If your connection doesn’t work, call your provider and go through these settings 
over the phone to make sure all information is correct and in the right places. 



DHCP stands for 
Dynamic Host 
Configuration Protocol, 
which is used for 
assigning dynamic 
tP addresses. 



Q Q O Nttwor 

Ha n ft e ~ h 

] Show Ail Displays Sound Network Startup Disk 



Location; DSL 



3 



[ Show; - Built-in Ethernet 






f TCP/tP t^PPPoE I Ap^eTalic t Proxies ] 



Configure; ■; Using DHCP 



Router; 192.168.265.265 

DHCP Client ID; ' 

(Optional) 

Ethernet Address; 00:56;65;30;7c;2d 



Example: ap(dc.com. carthlink.net 



1 ■ 




Donuin Name Servers (Optional) 


1 


IP Address; 192.166.255.62 






(Provided by OMCP Server) . 


, 




Subnet Mask; 255.2S5.255.0 


av 



Qrck the lock to prevent further changes. 



f ApptyMaw~) 



PPPoE is Point-to-Point Protocol over Ethernet, generally used in apartment 
houses or office buildings sharing one DSL so online sessions can be individually 
monitored for billing purposes. If you use PPPoE, ask your provider what to enter 
in that pane. 

AppleTalk is networking software that allows your Mac to connect with other kinds 
of networks. You’ll use it when you start file sharing. 
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Internet Explorer 

The Internet Explorer 
icon is in the Dock. 



Internet Connect 



step 1: Log on to the Internet and open a browser 

How you actually get to the Internet (log on) to read email or surf the web depends 
on what kind of “connection” you have. It’s one of the following three options. 

If you have a broadband, or "always on" connection 

A “broadband” connection provides permanent, high-speed access, sometimes 
called “always on.” You would know if you had a broadband connection because 
someone had to come to your house and set it up, and you most likely have 
a special modem that sits outside your iMac. It might be cable, DSL, a Tl line, 
satellite, or an office or school network. 

To log ont You’re already there, you’re already connected to the Internet, 
all the time. To surf the web, all you need to do is open your browser: 
single-click the Internet Explorer icon in the Dock. To get your email, 
just open your email program. 

To log off: You don’t need to. Your connection is always on, for the same 
price (usually). (Some providers, like QWest, have a cheesy setup where 
you’re supposed to log on and log off, but that defeats the purpose of a 
broadband connection and you might want to look for another provider.) 

If you have a dial-up account 

You might have signed up with a local ISP (Internet Service Provider, as explained 
in Chapter 1), or maybe you’re using Earthlink, a national ISP. Your iMac has a 
telephone cable from the computer’s internal modem to a phone jxk, and it dials 
a phone number to connect to your ISP. You have a dial-up account. (Earthlink 
is not always a dial-up; they also provide several broadband options.) 

In either Chapter 1 or Chapter 15 you should have set up your iMac to connect to 
the Internet, where you entered the correct phone number and other settings. If 
you haven’t done that at all, you must go through the steps in Chapter 15 before 
you try to log on. 

To log on: Open the application “Internet Connect” (go to the ^plications 
folder, then double-click the “Internet Connect” icon). You’ll see the dialog 
box shown on the opposite page. The phone number should already be in 
the dialog box; if it isn’t, enter it. 

Type in your password, then click “Connect.” You’ll hear the modem 
“squeal,” which is annoying but good because that means it’s working. 

When the “Status” comment says “Connected,” you can open your 

browser or your email program and you’re on the Internet. 
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To log off: You don’t need to quit either your browser or your email program — 
you can just leave them open so they are available next time you log on. 

You do need to go to the Internet Connect window and click “Disconnect.” 

If you don’t, your phone line will stay lied up. After a while, your ISP will 
disconnect you from their end anyway. 



Tip: To make it much easier to connect 
and disconnect, dick the checkbox to 
"Show modem status in menu bar" Not 
only will you see a little phone icon in 
the menu bar (on the right side) sending 
out sound waves to tell you when you're 
online, but you can go to that menu to 
connect or disconnect, as shown below. 

Can be changed m Network Preferences, f Edit... 





0) j 


Status: Idle 


Modem; Idle 










1 Ij you choose to Show moaem status in menu oar, 
you can connect (log on) and disconnect (log off) 
the Internet without having to open the Internet 
Connect dialog box. 


^ Internal Modem 
Open Internet Connect... 



ao 



Internal Mociem 



Configuration; i Internal Modem 
Service Provider. 



Telephone Number; 438-S5S5 
Alternate Number; 

Name: 

Password: 






3© 






Show modem status in menu bar 



If you're using America Online 

If you’re already using America Online or if you want to sign up for an AOL account, 
you need to install the AOL software (if you haven’t already). To install it, go to 
the “Installers” folder (which is inside the “Applications” folder), double-click 
the “Install AOL for Mac OS X” icon, then follow the directions. (See Chapter 1 for 
more information about America Online and how it relates to ISPs.) 

Log on: If you have a broadband connection as described on the previous 
page, all you have to do is open the AOL application and “Sign On.” 

If you have a dial-up connection, as described on the previous page, open 
the AOL application. It will dial its own special number and connect when 
you “Sign On.” 

Go to the web: America Online is not the web. Click the Internet button in 
the AOL toolbar, then choose “Go to the Web,” or type a web address in the 
bar across the top. 

Log off: You can “Sign Off” America Online without actually quitting the 
application, but if you have a dial-up connection you are still connected — 
use the log-off directions at the top of this page (you can leave AOL open). 



> 




America Online 



To use AOL, install 
the software, as 
described to the left. 



251 




16 ■ Let's Go to the Web! 



Step 2: Enter a web address 

Enter any web address you may have. If you don’t know any specific web addresses, 
try this one: 

www.UrlsInternetCafe.com 

Type the address in the “location box” at the top of the window, as circled below. 
Then hit the Return or Enter key. The browser will find that page and display 
it. If you enter www.UrLsInternetCafe.com, this is the page that appears: 



This is called a 
'‘navigation bar"' 
because it has links 
that help you navigate 
around a web site. 
A good site has a 
clear navigation bar 
that always tells you 
where you are within 
the entire site and 
lets you get to every 
other section of the 
site from every page 
you happen to be on. 

Check it out — 
browse around UrVs 
web site and watch 
the navigation bar 
change as you go 
from room to room. 






Type a web address in here. 

You don 7 have to type “ http://.” If you leave 
that part off, the computer will fill it in for you. 


eoe 


© Uii's Internet Cafe C3 


1 < 


o ft I S- a IS 






» Index Coffee Bar Books Qassroom Basement Cafe Staff Contact Us Attic ^ 






See the following pages for more information 
about how to get around a web page. 
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If, instead of the web page you expected, you get a page of links to lots 
of other web sites, you entered the address in the wrong place. Make 
sure you enter it in the box across the top of the window, labeled 
''Address f not in the "Search'' box — as labeled "NOT HERE, " above. 



Tip: In a web address, it doesn't matter if 
you type capital letters or lowercase in the 
first part, as in wwwMrlslntemetCafexom, 
But after the first slash (/, which will appear 
automatically after the .com), you must type 
exactly any capital or lowercase letters or you 
may not be able to get to the page. 



www.UrlsInternetCafe.com 

www.urlsinternetcafe.com 

WWw.URLSinternetCAFE.com 



' Before the first /, it doesn 't matter what 
you type in capital letters and what you 
any combination will find the page. 



do7i 't — 



BUT: 

www.UrlsInternetCafe.com/classroom The actual web address to this page uses a lowercase 
www.UrlsInternetCafe.com/Classr oom | “c” after the slash. If you type a capital "Cf you will 

not get to the page! 
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Poke around this web page 

This web page is a window just like every window you’ve used on the iMac! You 
already know how to use the scroll bars, close the window, resize it, minimize it, 
move it around the screen, etc. 

Everything you see underlined is a link. Single-click on any link to jump to another 
page: to get to the web page shown below, go to www.UrlsInternetCafe.com 
(you might already be viewing that page), then click the “Classroom” link at the 
top of the web page. 

On most web pages, most graphics are also links. And on some pages, text is a 
link, but there is no underline. Just move your mouse around a page, and when it 
turns into the pointing hand, that indicates a link. Oh, there are so many places 
to go before you sleep. 




When a page is “loading," this logo spins around. 
When the logo stops, the page is fully loaded. 



O UrPs Internei Cafe- The aassroom 



Back forwardy Stop Refresh Horn* ; AutoflP Prim 



Single-click the 

Back button to go 
back to the page you 
were just at. 

Press (hold the 
mouse button down) 
on the Back button 
and you will get a 
menu listing all the 
pages you have been 
to; drag down and 
select one. 

Click Forward to go 
forward after you 
have backtracked. 






Index Coffee Bar Books Qassroom Basement Cafe Staff Contact Us Attic 



Learn cool stuff from the Cafe staff 



Very important 



Has eMail turned yo j into a Junk* 
mailer? Are you irritating your friends 
and relatives withoul realizing It? 
Find out here! 



RoWtrs Wet? Design Tloi 
A list of the most common signs of 
amateur web design. 



UrPs Book Review 

UrI Ratz gives the Official Xafe OK' 

to the IBookl 
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Step 3: Find a corporate web site 

Just about every major corporation has a web site. You can often find them easily 
by typing in what seems to be a logical address. For instance, Toyota can probably 
be found at www.tovota.com . The NFL website is probably at www.nfl.com . 
Apple is probably at www.appLe.com . Try it. 

In fact, if the address ends with “.com. ” most of the time you don’t even have to 
type WWW, or .com — just type the middle part. For instance, if you want to go to 
www.adobe.com. just type “ adobe ” and hit Return. Try it — try typing cnn. 
nvtimes. esprit, nfl. disnev. mam, or any other favorite. 




@ Peachpit Press— from desktop to Webtop. quail. 



Back Forward 



Refresh Home i AuioFUl Print 



PtACHPIT 



Adobe Pliotoshop 
Elements One-Click 
Wow! 

Photoshop Elements is a great 
alternative to Photoshop. But 
are you finding you want to 
transform your creations a bit 
more? If so« Adobe 
Photoshop Elements One- 
Click Wow! is for you! 

Photoshop Elements One-Click 
Wow! is a unique CD/ROM/ 
book hybrid that contains 
hundreds of one-click style 
makeovers on the CD that yo^ 
can use to transform photo^r 
type, or graphics instantkr 
taking your creative pr^^ts 
a close 



About 






Final Cut Pro 3: 
liilHHI Visual QuickPro 
mM(iirPM3 I iuide 

From noted 
Final Cut Pro 
expert Lisa 
Brenneis, this 
}ok that gives 
in-depth 
coverage or the latest 
version of Apple's vaunted 
desktop video-editing 
program. All the info you 
need to know about Mac OS 
X support, real-time effects, 
color-correction tools, 



Books 



Fi.>uturcs 



Connect 



Welcome! 



to the next level. Tal 



> rt.com/book5/c4t* teg /1 1563 hfml 



Most graphics on web pages are also links. If your pointer 
turns into a browser hand when you slide over a graphic (like the 
one above, on the book), that graphic is a link. Check the status bar 
at the bottom of the wmdow to see the address of where the selected 
graphic link will take you. 



Type the corporate 
name in here (make 
sure you delete 
everything else first). 
T})en hit Return or 
Enter. TI)e browser 
will fill in ''www” 
and '[corny 

Occasionally this 
technique doesn ’/ 
work; if not, type 
the "WWW'' and 
the ".com. " 

The trick above only 
works with .com 
addresses. Tljat is, 
if the address ends 
with .edu, .gov, or 
any of the other 
domain "extensions," 
you have to type in 
that extension. 



Do you see Peachpit's navigation bar, dowyi the side? Of course it 
looks different from Url's. Navigation bars come in lots of different 
forms, but every decent web site will have a "nav bar. " 
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Step 4: Set a few defaults 

Before you go much further, 1 suggest you make a couple of changes to your 
browser default so all of your web pages look better. It’s easy. I suggest you change 
the typeface default so some of the text on your web pages will be easier to read (as 
shown below). And you can also set the “Home” button to go to the page of your 
choice whenever you click on it (as shown on the opposite page). 



To change the typeface defaults 

1 . From the “Explorer” application menu, choose “Preferences. ...” 

2. On the left side of the dialog box, click on “Language/Fonts.” 

3. Change the “Proportional” font to New York. Its size is probably 
already “12.” That’s good. 

4. Change the “Monospace” font to Monaco. 

5. Change the “Sans serif’ font to Verdana. (In fact, if you like the clarity 
of Verdana, which really looks great on the screen, you can set the 
“Proportional” font to Verdana as well.) 

Go to the opposite page and change a couple of other settings. 




If you don ’/ see the 
items that have blue 
dots, click the small 
triangle next to 
"Web Browser" 
to disclose all the 
subcategories. 



Tip; On most web 
pages you can make 
the type larger: 
press Command + 
(the plus sign). 

Press it again to make 
the type even larger. 

To reduce the size of 
the type, press 
Command - 
(the minus sign). 
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When you open any browser, it opens to the Home page that is chosen in the 
Preferences (shown below). Also, when you click the little “Home” icon in the 
toolbar at the top of the browser, you will go back to this chosen page. (This has 
nothing to do with the home page in any web site!) For instance, you might want 
your browser to open to your own web site every morning, or perhaps to your 
company site. Robin’s browser opens to Google (a search tool) because she usually 
wants to looks for something whenever she goes online; John’s browser opens to a 
customized Netscape page where he gets news updates fed to him, the weather for 
his favorite places in the world, links to his favorite Macintosh sites, etc. (You can 
set up a customized page for yourself as well, at www.netscape.com. If you use 
EarthLink, customize your EarthLink page.) 

■ To change your browser’s home page to one of your choice, click 
“Browser Display” in the left panel of the Preferences. 

In the “Home Page” section, type the web address, including http://, 
that you want your browser to automatically open to. When you click 
the “Home” button, it will go to this page. 

O O Internet Explorer Preferences 

Toot»r Setting* 

Tootoar Style: - Icon and Text ^ 

^ Use Address AutoComplete SJ Show ToolTips | 

Home Page ~ — 

Your Home Page ts the page that the browser goes to when you | 
dtdc the Home button on the toolbar. j 

Address: ImpT/Zw ; | ^ 

UseNone ^ ( Use Default ^ 

^ Automatically go to tWs Home Page when opening a new 
® window 

Keyboard Accessibllty ^ 

O Tab to each item on web page | . 

OpuomTab to just text fields | 

0 Tab to just text fields | 

Opbon Tab to each item i 

f7| f Canetl ) f OK N 



■ In this same panel, you can customize your toolbar across the top of your 
browser. In the “Toolbar Settings” section, at the top of this Preferences 
window, click on the “Toolbar Style” pop-up menu and choose “Text Only” 
or “Icon Only.” This will give you more room on the web page. 



: Brevser 




O BTowserDiipby 


1 


1 0 Web Content 


1 

! 


j j 0 Language /To nts 


? 


1 1 O Siibscrbttons 




j ^ 0 Obv« 


“ ! 
r 1 


; 1 0 hterfece Extras 




, ? 0 Security 


: 1 


[ 0 Security Zones 




[ O Reth^s 


■ 1 

t 


O Advanced 




1 1 ▼ Forms AutoFi 


1 


1 O Forms AutoComplete 




1 O AutoFi FVofiie 


I 


j tf RecebnngFilrs 




O Dombed Options 


A - 


^ O File Hepers 





Type the address 
into this edit box. 
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Step 5: Search for something on the web 

There are several billion individual web pages on the Internet. If you don’t already 
know the exact address of the page you want, you need to use a search tool (often 
called a search engine) to find it. Learning how to really search the Internet is a 
valuable skill that takes some time to learn, but everyone needs to know at least 
a little about how to search. 



You don’t have to buy the search tools, nor do you have to install them. They are 
just there on the web. They are “just” web pages. 



You can also use 
the Sherlock feature 
on your iMac, right 
at your Desktop, to 
search for a variety 
of information on 
the Internet. Click the 
Sherlock icon in the 
Dock; see Chapter 24. 



The most important thing to realize about search tools is that when you type in 
something you want to find, such as a particular dog breed, the search tool does 
not go instantly all over the World Wide Web at that moment and try to find some- 
thing for you. No, it looks into its own database, or collection, of information to 
find something. Each search tool chooses what to put into its database, based on 
varying criteria. Thus you can do the same search with three different search tools 
and you will get three different lists of results (responses) to your request. 

Try a quick search. Google is my favorite search tool on the web. Type this into the 
Location box in your browser: google. Hit Return. You’ll see a page like this: 



Type '‘google” 
in here. 



Type your search 
query in here. 



Tip: Click the 
"Images" tab and you 
will get pictures of 
whatever it is you're 
searching for, like 
"bull snake." Try it! 




One of the most wonderful things about Google is its beautifully designed 
page. IPs a welcome relief from every other search page. 
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How to use Google 

Google’s main page is a “word search” engine that uses automatic software called 
“spiders” or “robots.” If you are looking for a word or phrase that might not have 
an entire web site devoted to it, Google is a good place to search. 

In the search query box (shown on the opposite page), type the word or phrase you 
want to find, then click the “Google Search” button. If you type a phrase or first and 
last name, put quotation marks before and after the phrase or name, like so: 
“Santa Fe Railroad” “George Washington” “French sheepdogs” 

If you don’t put quotation marks around something like “Santa Fe Railroad,” 
Google will find every page with the word “Santa” on \i,plus every page with the 
word "Yt," plus every page with the word “railroad.” The quotation marks limit 
the results so you are more likely to find something useful. 

All search engines have tips for narrowing the search. Look for the “Tips” or “Help” 
button and follow the guidelines. One technique you can use in most search 
engines goes by the scary name of “Boolean operators.” All that means is you can 
use AND, OR, and NOT (some search tools use + instead of and and - instead of 
NOT). Most search tools ignore commas, hyphens, capitalizations, and common 
words like it, the, or of. 

For instance, let’s say I’m looking for people who breed Briards. 

If I enter briard breeder I will get every page with the word 
“briard” on it, plus every page with the word “breeder” on it. 

If I enter "briard breeder" with quotation marks I will only 
get pages that have the words “briard” and “breeder” directly 
next to each other. 

But if I enter briard AND breeder I will get pages that have 
both the word “briard” and the word “breeder,” even if they are 
not next to each other. 

And if I enter briard NOT breeder I will get pages that have 
the word “briard” but not the word “breeder.” 

What would the following search find you? 

briard AND breeder "sacramento California" 

See the results of a search for briard AND breeder on the following page. 




This is my Briard, 
Reilly. He’s very large. 
He adores me. 
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Below you see the results of a search for briard AND breeder. 



Single-click on any of 
these results to go to 
a web page. 

If that web page 
doesn 7 satisfy you, 
use the Back button 
to come back to this 
results page and try 
another link. 
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How to use a directory to search for Information 

Many search tools provide what is called a “directory.” On the Google page, click 
the “Directory” tab, as circled below. You see on the Google page a number of 
categories. These categories have been put together by humans who have decided 
which web sites belong in the directory and under which category. If you are looking 
for whole web sites about a particular topic, a directory is a good tool to use. 

One way to use a directory is to “drill down” through the categories, as shown 
below; as you click on links, the topics narrow down to exactly what you want. 




CanSii*.*,' 
Viacrtc? ?I!V1 

LfiaaiaiSsa''' 






AT|»l»wU(tSo>n4n4(«rtw«n(f( 



KL tw atra ni«n»ana<««« tamnyrqf lr«Bnr«cn 



R«««uk* tw (utt<N«a( con<«nar<4 ta an 

*♦« Vp* «« lt»« an4l)9«<M«>9n.an<bnttttr«M«. 
t in<B«maXoti cn t»ri»w<a»« <v*nci. (vDKiitOTTa wM rr«r»«nnip 
• f"- '>’**'>■’* V 

wn swaIi cnncw %p«4tM n t»**»*t aww and t» tiafr i*s«i Kmatm » weittMi pnptut 



, £ipla»i»w>KKi«*. 



By drilling down through a directory, you get 
more specific results than from a word search (as 
described on the previous pages). For instance, 
if you 're looking for information on the painter 
Rembrandt, a word search will bring up pages where 
someone is talking about their Rembrandt writing 
pen or a Rembrandt print on their apartment wall. 
But if you drill down through a directory, you will 
get only entire web sites devoted to the brilliant 
painter Rembrandt. 



Here you see more specific subsections about typography, 
as well as a number of web sites devoted to type. 
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If you seriously need 
to learn to search, 
get the book Search 
Engines for the World 
Wide Web: Visual 
QuickStart Guide, by 
Alfred and Emily 
Glossbrenner. 
Published by 
Peachpit Press. 



Other search toots to use 

These are the addresses for some of the most popular search tools. The description 
that follows each address does not mean that is the only thing the tool does — it 
just indicates one of its strengths. Go to each one and play around. You’ll find 
one or two you like best. 



Google 

About.Com 



Yahoo 

AltaVista 

HotBot 



www.google.com (see the previous pages) 

www.about.com (fabulous resource — hundreds of human 
guides search the web for you and compile selected results 
here; try this!) 

www.yahoo.com (best used as directory to “drill” down 
to find whole web sites) 

www.altavista.com (word search; can search for imi^es, 
video, news; has a directory as well) 

hotbot.lycos.com (can find sites with specific technology, 
such as sites that use JavaScript, ActiveX, or Shockwave; can 
find images, video, mp3s; very popular general search engine 
as well) 



Ask Jeeves www.ask.com (type in a question, such as “What’s the 
difference between apple juice and ^ple cider?”) 

Electric Library www.elibrary.com (30 days free access, then a fee; search 
magazines, maps, pictures, over 2,000 books, more than 
150 newspapers and newswires, radio, and TV transcripts) 

Northern Light www.northemlight.com (over 7,000 sources, including 

newswires, newspapers, business and trade ms^azines, aca^mic 
and scientific journals, analyst reports, and much more. Just 
incredible.) 



shareware: Software 
that someone has 
created and that you 
can download (copy) 
right off the web. If you 
decide to keep it, you 
send the audior a small 
fee, as explained in the 
Read Me file that will be 
with the shareware. 

fireeware: Software that 
someone has created 
that you can copy and 
use for absolutely free. 



Search.Com www.search.com (search for people, software, travel, 
and of course much, much more) 

software www.shareware.com (shareware and freeware) 

www.download.com (commercial software) 

WWW. versiontracker.com (links to software updates) 
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Step 6: Send email from a web page 

Most web sites have email links (circled, below). You click the link, an email form 
pops up, you type the subject and your message, and click the “Send” button. The 
form is automatically return-addressed from you. Try it. Oust don’t be upset if you 
don’t get a response when you send someone you don’t know unsolicited email.) 

If you can’t find any other web site with an email address, feel free to go to 
UrLsInternetCafe.com. click “Contact Us” in the navigation bar, and send Url 
an email. Send someone an email message! 




Note: When you dick an email link on a 
web page, it will open the Mail program. 
If you use a different email program, you 
can tell your iMac to open these mail 
links in the program you prefer: Open the 
System Preferences and click the Internet 
icon; click the “Email" tab and make your 
"Default Email Reader" choice. 



' jur b html 



Index CoffeeBar Books dawoom Basemtnt Cafo Staff Contact Us Attic 






Contact Us 



Mall: 

65 Old Agua Fria Road 
Santa Fe, New Mexico 87502 
USA 



E-mail; 



The field is already filled in 

for you. Just type your message in 
the message area and click ''Send! 
The email will be marked "From ” 
your email address. 

net Cafe. How to Contact Us O 



IrlsIntemetCafe com 



This is an email link. Even if it 
didn y say so, you can always tell 
because email addresses always 
include the @ symbol. Also check 
the status bar — notice it doesn '/ 
display a web address, but the 
code "mailtoT That is another 
clue that if you click this link, 
you 'll get an email form. 



ror»v4JJ Stop aefftih 



AutoTJt Vmi 



roon Baswrant Caf# Staff Contact Us Attic 



Indox CoffM Bar Books 



New Message 



Stnd Attach Fonts Colors 
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Subject; 



Account; ' ftobln Vfflilams <rob>ngrat».coni Signature; [ Norte 
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© UrTs Internet Cafe. How to Contact Us 
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Back Forward 


5iop Refresh Home ; AtilofrII Print Mail 
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Step 7a: Log off the Internet (for AOL, see below) 

If you have a broadband connection (as explained in the beginning of this 
chapter), you do not have to log off. Ever. You can leave your browser and your 
email applications open all day long and just pop over to do what you need to do 
at anytime. It’s great. If you’re using America Online, you do need to “Sign Off”; 
if you don’t, AOL will sign out for you after a certain amount of time. 

If you have a telephone dial-up connection, you do need to log off, or hang up. 
Quitting the browser does not close the connection; if you don’t close it, it’s the 
same as having your phone off the hook. (You can leave your browser open, ready 
and available for the next time you log on.) 



To disconnect your dial-up connection (log off): 

■ If the Internet Connect window is open (shown below, labeled “Internal 
Modem” at the moment because it’s connected to a dial-up; if you’re 
connected to an AirPort, this window is labeled “AirPort”), click the 
“Disconnect” button. 



o o I nttfTUI Moctetw 

Conflguration Internal Modem — ! 

Servuf Provider Eartnunk PPP 

Telephone Number; l 5 ^ 1 

Alternate Number • 

Name; roadraud^arthluUcnct • 

Password •••«•> | 

)/ Shs)w modem ttatus w menu twt [> 

Thvic ttrongt tan b« ihtnuvd m Network Preftrencet. * tit | 



Status; Ceraweted to 206 at 26400 b(» 




■ If the “Internal Modem” window 
is not open; Click once on the 
“Internet Connect” icon in the 
Dock to open it, then click the 
“Disconnect” button. 

■ If you clicked the button earlier 
to “Show modem status in menu 
bar” (as explained on page 251 ), 
you can just go to the menu and 
choose “Disconnect.” 




</ Internal Modem 



Open Inlernet Connect... 



Step 7b: Log off from AOL 

If AOL is acting as your iSP (you call a phone number AOL gave you), when you 
“Sign Off” in AOL, the connection is discontinued (you have logged off), but the 
AOL program is still open. When you “Quit” AOL, the program will quit and you 
will disconnect. 
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But if you log on through a different dial-up ISP to use AOL, when you quit AOL 
you are still connected to the Internet, so you must disconnect as shown above. 





Your iMac 

I J Your 

Digita/ HuL 



f he iMac is designed to be the center (the hub) of your digital 
lifestyle. If you think you don’t have a digital lifestyle, think 
again. You have an iMac, and that means you can be produc- 
tive and work digitally with programs like AppleWorks, Mail, 
Address Book, and Quicken. Even better, you can have fun and 
be creative with art, photography, music, and video. Your iMac 
provides you with all the software you need to get started with 
a digital lifestyle that’s exciting and inspiring. 
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"I love iTunes. I've loved it from the 
moment I first saw it. I even remember 
precisely when that moment was." 



Bob LeVUtds, author 



(5har^ 
Your Digita,/ Photoj 



iPhoto is an application made exclusively for Mac OS X It makes managing your 
digital photo collections both easy and fun. You can effortlessly import photos 
straight from most digital cameras, as well as from otiber sources, such as a digital 
card reader, CD, Zip disk, or from a location on your iMae’s hard disk. Use iPhoto to 
organize and edit your photos, then share them with friends, relatives, or business 
associates in a number of different ways. 

Even if you don’t own a digital camera, you can send your e)q)0sed film to com- 
panies that offers digital film services. These companies can process your film 
and put your photos on a CD or post them on the web for you to dovmload. Visit 
www.Ofoto.com or www.Shutterfly.com to see what services are available. 

For a list of compatible cameras, printers, and digital card readers, see the iPhoto 
web site (www.apple.com/iphoto). If your digital device is not listed as compat- 
ible, there is still a chance that it may work — try it before you buy a new one. 

And if you want still more details on iPhoto, pick up Adam Engst’s great book, iPhoto 
for Mac OS X: Visual QuickStart Guide. 
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iPhoto 



Note: The version of 
iPhoto we used in this 
chapter is l.Ll. 
If you have an earlier 
version, you can 
download the update 
(if you want) from 
www,apple.com/iphoto. 



First, install iPhoto 

If iPhoto is not already installed on your iMac (look in the Applications folder for 
the “iPhoto” icon), you need to get the iPhoto CD that came with your iMac and 
install it. 

1. Open the iMac CD tray (press the Media Eject key in the upper-right 
comer of the keyboard) and insert the iPhoto CD, label-side up. 

Press the Media Eject key again to close the tray. 

2. Double-click the “iPhoto” CD icon that appears on your Desktop. 

This will open the CD window (shown below). 



Double-click the “iPhoto” folder. 

Q Q 0 (Photo Cli 




s piTirsi i 9 ^ ^ A 

txH vitw t CompMtr Mom* ravorm« AppiKsMnt 


(0) 0 

\tWiota t o RMdMt 


It’s always a good idea to 
read the “Read Me" file. 







4 . The window now has a “package” named “iPhoto.mpkg.” 
Double-click the package icon. 
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iPhoto 1.0 
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ft fntQ^oib'i 
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Follow the instructions in the next series of panels to guide you step-by-step through 
the rest of the installation. 



5 . Authorizationt You must 
enter the Administrator name 
and password that you created 
for your “user account” when 
you set up your iMac. 

Single-click the small padlock 
to open the “Authenticate” 
panel. 





t.o 




AutttortuUon 




1 




You n«ed an Administrator password to | 




install the software. [ 

! 
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6. Authenticate: Enter your Administrator name and password, then click OK. 



Authenticate 



H You need an administrator name and passwrord | 
or phrase to make changes in installer. | 

a [ 

Name; Robin Williams [ 

Password or phrase; | j 



7. Important information: This is the licensing 
information. Read it (if you can get through it), 
then click “Continue.” A “sheet” will drop down 
on top of the panel — click the “Agree” button 
to continue installation. (If you “Disagree” with 
the license agreement, the installation will quit.) 



Initall iPhow 1.0 

I To continue Installing the software, you must agree to the terms 

\ pintrol the software license agreement. 

{ ORcad 

I PUcen Click Agree to continue or click Disagree to cancel the 

I 
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f Pr»ic». > C Saw... ^ ( CdIbcIc ^ ( Cowtimie > 



8. Select a Destination: Single-click on a disk 
icon to select a destination disk for the installa- 
tion of iPhoto. Disks that you cannot install on, 
such as the iPhoto CD, shown in this example, 
are grayed out. Click “Continue.” 



i- 



60 0 



0 Introduction 
ORcad Me 
OUcenie 

6 Select Destination 
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•'•ffnishUp • 



Install tf hoto 1 .0 

Select a Destination 

I Select a destination volume to install the IPhoto 1.0 software. 




Macintosh HO IPhwo 
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9. Easy Install: Click the “Install" button. A 
“progress bar” will indicate the progress of the 
“Installation” and the “Finish Up” procedures. 

When the installation of iPhoto is finished, a 
Desktop message tells you that “Your software 
has been successfully installed.” You can eject 
the CD (press the Media Eject key) and start 
using iPhoto. 



Q InstaM IPhoto 1,0 

Easy Insutl 

Simroduaion ' 

ORtadMc 

aUccnia iniiallatlon of ihn 

OS«i*ct Oauiiutron software package. 

OInstalLation Type 

/•“f'PrthVp 
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iPholo 



Open i Photo 

Go to the Applications folder (click on the ^plications icon in the Toolbar of any 
open Finder window), then double-click the “iPhoto” icon. The iPhoto window 
(below) opens, although yours will be empty if this is the first time you’ve used it. 



Click hei'e to 
see your entire 
collection of photos. 

Albums. 
Album pane. 

Resize button (drag). 



Vietving area. 

File Information. 
Play Slide Show. 

Add new Album. 

File information: 
(click to show Info, 
click again to show 
Comments pane). 




iPhoto 



|y Photo Library 
^^Last Import 
fila casa 



Q Backyard 
HFrontyard 



bid <mood«ii b«nch 



Ttttr t Old wooden bench 



Import 



Edit look Share 



KIdt [ Vacation [ Brthd ay"f 



ywords 

iiailt 



Search 



View buttons. Size slider. 



Rotate. 



Lower pane. 



fr 


. 






o 


favodic 


Family 
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The iPhoto main window 

Before you can use iPhoto’s various features, you first have to import the photos 
into the Photo Library, as explained on the following pages and shown in the 
example above. When you import photos, iPhoto considers each import a “Film 
Roll.” That’s why iPhoto automatically names each photo with a “Roll” number 
and an “image” number. A photo named “Roll 1 - 6” indicates that in “Film 
Roll” number one, this photo is the sixth image. You can rename any photo with 
a name that makes more sense, as shown in the example above: Just click on the 
photo name to highlight it, then type in the new name. 

The Library stores all the photos you ever import. Create separate Albums (pages 
276-277) to store customized selections from the Library. 
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Import your photos to iPhoto 

When a digital camera or a memory card reader is connected to the computer (with 
a USB cable) and recognized by iPhoto, the “Import” view button is automatically 
selected. The next few pages explain how to import your photos directly from a 
camera, a digital card reader, a CD, or a location on your hard disk. 



Import photos from a digital camera 

You can transfer photos directly into iPhoto if your camera has a USB port and if it 
is compatible with iPhoto (see page 267 regarding checking for compatibility). 

1. Tlim your camera off. 

2. Connect the camera’s AC power adapter to the camera, then plug the 
adapter into a power outlet. 

3. Use the USB cable that came with the camera to connect the camera to 
your iMac’s USB port. Turn on your camera. These things happen: 

An icon representing the digital card in your camera (shown to the 
right) appears on the Desktop, indicating it has been mounted. 

The iMac automatically recognizes the camera and opens iPhoto. 
iPhoto opens with the Import pane showing at the bottom of the 
main window (shown below). 

A camera icon and the name of the attached camera appears on the 
left side of the Import pane. 




4. Select “Erase contents after transfer” in the lower-right comer of the 
Import pane if you want to delete all the images from your camera 
after they’ve been imported to iPhoto. 

5. Click the “Import” button on the right side of the Import pane. 

6 . After the photos have been imported, drag the digital card icon on the 
Desktop to the Trash to unmount it. If you do not unmount the card 
before disconnecting the camera, you'll get an error message warning 
that you could possibly damage any images left on the memory card. 

7. Him the camera off and disconnect it from your computer. 



'Phe imported photos are placed in the Photo Library, as shown on the opposite page. 




VUCMCriASH 



When you connect 
a digital camera to 
your iMac, an icon 
appears on your 
Desktop named 
for the brand of 
memory card that's 
in the camera. 
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VWmCRASH 



This icon appears 
on your Desktop, 
named for the card 
that’s in the reader. 

The most common 
types of memory cards 
are CompactFlash'^ 
SmartMedia^ 
and Memory Stick"t 
Some card readers can 
read only one type of 
memory card, while 
others can read two or 
more types of cards. 



Import photos from a digital card reader 

You can import your photos from a digital memory card reader, even if your 
digital camera is not directly supported by iPhoto. 

1 . Make sure the card reader is connected to your iMac using the proper cable. 

2. Take the digital memory card (CompactFlash, SmartMedia, or Memory 
Stick, etc.) out of your camera and insert it into the card reader. 

The card’s icon appears on your Desktop, as shown to the left, indicating 
it has mounted. 

3 . iPhoto automatically recognizes the digital card and opens; if iPhoto is 
already open, it switches to “Import” view. The card reader, instead of a 
camera, is identified on the left side of the “Import” panel, shown below. 

4 . If you want to erase the contents of your digital card after importing the 
photos, select “Erase contents after transfer” in the “Import” pane. 

5 . Click the “Import” button in the bottom-right. The lower pane of the 
iPhoto window shows the import in progress, plus a thumbnail (small 
version) of the current image being copied to iPhoto. 





1 






■1 FlashCO! 

Contains 15 photos 

2 






Photos remaining: 
7 





6. Unmount the digital card when all is done; drag its icon from the 
Desktop to the Trash. 

Or Control-click on the digital card icon and choose “Eject” from 
the contextual menu that pops up. 

The imported photos are placed in the Photo Library. (They are also temporarily 
available through the “Last Import” icon in the Album pane, explained on page 
274, until the next import session when another batch of photos becomes the 
“last” import.) 
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Import photos from a CD or from a location on your hard disk 

1. Press the Media Eject key on the upper-right comer of your keyboard 
to open the CD tray. 

2. Place the CD that contains photos you want to import into the tray, 
and press the Media Eject key to close the CD tray. 

3. Open iPhoto if it is not already open. 

4. From the File menu, select “Import...” to open the “Import Photos” 
window, shown below. Find the CD you inserted, or choose a location 
somewhere on your hard disk where photos are stored. 

5. Select an entire folder of photos, an individual photo, or multiple photos, 
then click the “Open” button. 



The selected photos are placed in iPhoto ’s Photo Library. They also appear in the 
“Last Import Roll” shown in the Album pane, as shown on page 270. 




Import Photos 



From; jji Image maps 



BS chinatown.jpg 



pr -MIsc images 
P 640x480 ^ ^ 

P animated y s ► 
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^ BigDisk 



chinatown.psd 
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In the first column on 
the far left (you may 
have to scroll to see 
it), click the icon for 
the CD you inserted. 
The content of the CD 
appears in the next 
columri to the right. 
Select any folder in 
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Viewing your photos 

Once you’ve imported photos to iPhoto, there are several ways to view them within 
the main viewing area. 

■ Single-click the Photo Library icon (upper-left) to view all photos that 
have been imported into iPhoto during your various Import sessions. 

■ Single-click the Last Import icon in the Album pane (the white pane 
on the left) to show only the photos from the most recent Import session. 

■ Single-click an Album icon in the Album pane (the white pane on the 
left) to show only photos that have been placed in that specific Album 
(how to create an Album is explained on page 276). 

■ From the Edit menu, choose “Arrange Photos." 

By Film Roll arranges photos into the groups in which they 
were originally imported. 

By Date arranges photos by the date they were taken in the camera, 
if you set the date in your camera before you took pictures. 



The View buttons 

Each View button beneath the viewing area gives you different options and tools 
to work with, as displayed in the lower pane. Each of these views is explained in 
detail on the following pages. 

Import Organize Edit Book Share i 

Import view: Supplies information and options for importing photos. 
Organize view: Provides tools for organizing and searching. 

Edit view: Displays a larger version of the selected photo in the 
upper viewing area, and the lower pane switches to editing tools. 

Book view: Provides tools for creating a hard-bound book. 

Share view: Displays various tools that let you share your photos 
with friends, relatives, and co-workers in a variety of ways. 
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File information and comments 

iPhoto gives you file information about photos, such as date created, 
size in pixels (dimensions) and size in kilobytes (how much space 
it takes up on your hard disk). Titles and comments you type in will 
be used in albums, books, or web pages created by iPhoto. 

1 . Single-click on a photo to select it. 

2. Click the “Information” button once to show the File 
Information. 

3. Click the “Information” button again to show the Comments 
pane. Type any comments you want in the text field. 

4. Click the “Information button” once more to hide both the 
File Information and Comments pane. 



IPhoto Preferences 

You can set some basic characteristics that affect how you view your 
photos. Go to the iPhoto menu and choose “Preferences. ...” 

■ Shadow: Show photos in the viewing area with a 
drop shadow effect against a white background. 

■ Frame: Adjust the slider to set the background between 
black and white. 

■ Align to grid: Keep all photos neatly aligned within 
an underlying invisible grid. 

■ Most recent at top: Affect the order in which photos are 
displayed in the viewing area. 

■ Rotate photos: Choose which direction photos will rotate 
in when you use the Rotate tool. 

■ Double-clicking photos opens them in: Choose “Separate 
Window” if you want to have access to a customizable Edit 
toolbar. You can also choose to have them automatically 
open in something like Photoshop. 

■ Assign/Search uses: What you choose here changes the 
Assign/Search area in the Organize pane (pages 280-281). 

■ Slide Show: Set the Slide Show behaviors, including the 
music soundtrack. 




Tide: 



Title. 



File Information. 



Commetits pane. 



Information button. 
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Create an Album and add photos to it 

Create Albums to help organize your photos, make them easier to find, and sort 
them in any order you wish. 

You can put the same photo in any number of Albums because iPhoto actually just 
“points” to the original photo stored in the Library, which means you don’t end up 
with sixteen copies of the same photo taking up space on your hard disk. 



1. To create a new Album, click the “Add” button in the lower-left comer 



Tt)e Photo Library is 
currently selected, 
which displays photos 
from all Import 
sessions. Each “Roll" 
in the Viewing area 
represents a separate 
Import session from 



of the iPhoto window, circled below. 

2. In the “New Album” dialog box that appears, enter a name for the Album 
and click OK. Your new Album appears in the Album panel of iPhoto’s 
main window. 

3. To add photos to the Album, drag images from the viewing area and 
drop them on the Album icon. 




a digital camera. 



iPhoto 



^Photo UbfAiY 



Rod 7. 27 Feb 2002, 7 photos 



Aftei' you click the '‘Add' 
button (below) and 
name an Album, the 
new Album appears here. 



Roll 6. 26 Feb 2002. 42 photos 



Kitchen Ubnry 1 LA^fary 2 Robin’s ... Robin' 



Robin's Mac the... looda L.. SluOio p„. Studio 



Studio 



Rod 6 • 4S RoR 6 - 4J Surymg 



Ca/poyte Rickyard Studio 



Floevtfi 



Title; i Phoio Library . 
D«e- 31Dec l96^Z6 
Size: 76 photos 
AiK 49.4 MS 



Tl)e Add button. 



76 photos Import | Orgaolz* 1 Edit Book Share 



gjTWes 
0 Keywords 
S nim Rods 



Assign 



Search 



Use the “Organize" view to arrange, name, organize, or 
delete photos, as well as assigfi keywords and conduct 
searches for photos. See the following pages for details. 
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To rename an existing Album: 

Double-click the Album name and type a new name. 

To delete photos from an Album or from the Photo Library: 

If you delete a photo from an Album, this will not delete it from the Photo Library 
(remember, the image in the Album “points” to the stored image in the Library). 

But if you delete a photo from the Photo Library, it will disappear from every 
Album that contained it. 

1. Select the Photo Library icon, or select an Album from which 
you want to delete one or more photos. 

2. Click the “Organize” view button if it’s not already selected. 

3. Select one or more photos to delete. 

4. Press the Delete key. 

To duplicate an Album: 

You can duplicate an entire Album. In the duplicate, you can rearrange the photos, 
delete some, add others, and it won’t affect the original Album. 

1 . Single-click an Album in the Album pane to select it. 

2. From the File menu, choose “Duplicate,” or press Command D. 

3. Double-click the new Album icon in the pane, then type a new name 
over the default name assigned by iPhoto. 
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The Organize view 

After you’ve imported all the photos from the camera to iPhoto, you can begin 
organizing and arranging them. The Organize view gives you tools for organizing 
and makes searching for photos fast and easy. 



Double-click a 
thumbnail to display 
a large version of 
that photo in the 
Viewing area. This 
automatically switches 
iPhoto to the Edit view. 

To return to the 
Organize view, click 
the Organize button. 




In either Edit or Organize view, you can 
enlarge or reduce the photos or thumbnails: 
slide the Size button left or right. 



Organize into Albums 

At this point, for the sake of organization, you may choose to place selected images 
into an existing Album or create a new Album, as explained on the previous pages. 
(Briefly, to create a new Album click the “Add” button [the plus sign], name the 
new Album, then drag photos into it.) 

Delete unwanted photos 

If you delete a photo from an Album, this will not delete it from the Photo Library. 
But if you delete a photo from the Photo Library, it will disappear from every Album 
that contained it, as explained on the previous page. 

To delete any images you don’t want to keep: Single-click an image (or Command- 
click to select multiple images), then press the Delete key. 
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Arrange the order of the photos 

In Slide Show, Book, and HomePage (web site) projects, your photos will appear in 
the same order that they appear in the Album’s viewing pane. There are a couple 
of ways to arrange photos in an Album or in the Library. 

■ To change the order of photos in an Album (this doesn’t work in the 
Library), drag one or more images to the location desired. As you drag, 
a black vertical bar indicates where the photos will be placed when you 
release the mouse button. 

■ In the Library, you can arrange the photos by the date they were taken 
(if you set your camera’s date before you took the pictures) or by import 
session (“Film Roll’’): From the Edit menu, choose “Arrange Photos,” 
then from that submenu, choose “by Film Roll” or “by Date.” 

Add titles and comments 

The titles and comments that you insert in the Information pane are used by the 
Book and HomePage features to add headlines and captions. When you export 
photos, they will have this title instead of something like DSCN0715.jpg. 

1 . Single-click a thumbnail photo to select it. 

2. Click the “Info” button (the “1” beneath the Album pane) 
to show that photo’s Info area. 

3. Click in the “Title” text field, then press Command A 
to select any existing text, that might be in that field, 
such as “Roll 1-6.” 

4. TVpe a new title into the “Title” text field. 

5. Click the “Info” button again to show 
the “Comments” field. Click inside that 
field, then type a caption for the photo. 

File Information. corom«>B 

A four-legged alarm 
clock. She reminds us 
when It's 5 pm (dinner 

Comments pane. 



Information button. 

Print Slide Show 





Date: 26 Feb 2002 08:1 
Size: 2048x1536 
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Keywords and searching 

The Organize view makes searching for photos fast and easy, especially if you 
previously assigned keywords to your photos. The toggle button on the left side of 
the Organize pane enables you to assign keywords or search for photos. 



The checkmark (see below). 



1/133 
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These are the keywords you can assign to your photos. Edit 
the existing ones and add your own, as explained below. 

If you don*t see keywords here (you see a white box 
instead), go to the iPhoto preferences on page 275, 
and change ''Assigyi/Search uses'' to ''Keyword!' 






^Titles 
Keywords 
Film Rolls 



Choose what 
information is shown 
in the Viewing area, in 
addition to photos. 






Assign keywords to photos 

By assigning keywords to photos, you make it possible to search for photos based 
on those words. If you take the time now to assign keywords, you’ll save a lot of 
time later when you’re trying to find a certain photo. 

1 . In the “Organize” view, move the toggle button to “Assign.” 

2. Select a photo or an Album. To select multiple photos, drag across a group 
of them, or hold down the Command key and click on individual photos. 

3 . Single-click one of the preset keywords in the Organize pane (“Family,” 
for instance). That keyword is now attached to the selected photos. 

To assign multiple keywords to a photo, select the photo again and choose 
another keyword. 

Edit keywords 

You can edit the keywords while you are in the Organize view. From the Edit menu 
at the top of your screen, choose “Edit Keywords.” This makes the keyword buttons 
in the lower pane become editable fields so you can replace existing keywords with 
new ones or add keywords to empty boxes. Just click in a box and type. 

The checkmark 

The checkmark is sort of a temporary keyword, useful for marking photos for 
which you haven’t decided on a keyword or category. You can search for all photos 
with a checkmark. 



280 




17 ■ iPhoto: Organize and Share Your Digital Photos 



Search for photos 

1 . In the Organize view, move the toggle button to “Search.” 

2. Click on the Album you want to search, or click “Photo Library” 
to search your entire collection. 

2. Single-click one of the keyword buttons. The photos that match 
the selected keyword are shown in the viewing area. 




This search result shows all photos that had the checkmark assigned to 
them. Notice each fou?id photo has a checkmark in its lower-right corner. 




If in the Preferences (as shown 
on page 275) you choose to 
Search by "'Comments f the 
Search bar turns into this white 
box. Type in a word that you 
might have used in either' Titles 
or Comme7its; as you type, only 
those photos that match your 
text appear in the viewing area. 
Click on an Album icon to 
display the photos again. 
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The Edit view 

In the Edit view you can perform basic image-editing operations which include 
adjusting brightness and contrast, cropping, rotating, red-eye reduction, and 
converting an image from color to black-and-white. The following pages explain 
how to use each of the tools available. 




View a photo for editing 

Select a photo, then click the “Edit” view button (beneath the viewing area). TWo 
things happen: 

■ The selected photo fills the entire viewing area. 

■ The lower pane displays iPhoto’s editing tools. 

To choose the previous or next photo in the collection without leaving Edit view, 
click the “Previous” or “Next” buttons in the bottom-right. 

Undo editing changes 

As you make the changes described on the following pages, you can use the Undo 
command (Command Z, or “Undo” from the Edit menu) to undo your steps, one 
at a time. 

Once you quit iPhoto, you cannot use Command Z to undo any changes you made 
last time you used iPhoto. But you can go to the File menu and choose “Revert 
to Original” and the original photo will magically reappear. 
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Create a duplicate photo before you do anything drastic 

When you drag a photo from the Libraiy' into an Album, iPhoto doesn’t make a 
separate copy of that photo — it puts a “link” from the Album to the original 
photo that’s still stored in the Library. This prevents your hard disk from getting 
full of multiple copies of the same photo. 

So when you edit a photo, you not only affect its appearance in the Photo Library 
but in all other Albums in which that photo appears. To avoid changing the 
photo’s appearance in every instance, create duplicate of the photo and edit the 
duplicate. 



1 . Select a photo in the Photo Library or in an Album. If you duplicate 

a photo in an Album, it will appear in both the Album and the Library; 
any changes you make will apply to both duplicates (since they’re 
actually the same photo). 

2. From the File menu, choose “Duplicate,” or press Command D. 

3. Rename the duplicate photo: select it, then enter a new name in the 
Title field of the Information section (click the “Info” button beneath 
the Album pane to show the Title field, as shown below). 

4. Edit the duplicate photo. 



Warning: 

It’s possible to 
duplicate an entire 
Album (select the 
Album name, then 
press Command D), 
but any editing 
changes you make 
to photos in the 
duplicate Album 
will apply to the 
original photos! 
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While the duplicate is selected, 
type in a new title. 
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Croppmg this photo 
brings more attention 
to Booda’s warm eyes. 



Crop an image 

The Crop tool lets you select the most important part of a picture and delete the 
rest of it. Thoughtful cropping makes your photos stronger and more visually 
interesting. 

1. Select a photo. 

2. Click the “Edit” view button. 

3 . Select an option (explained below) from the Constrain pop-up menu, 
which is on the left side of the Edit pane. 

The Constrain menu gives you common proportion ratios to apply to the 
Crop tool. Choose “None” if you want no restraints on your cropping. 
Choose one of the other options to limit your cropping area to a specific 
ratio. For instance, if you plan to use the photo in an iPhoto book, select 
the “4 X 3 (Book, DVD)" option. 

4 . Position the pointer at one comer of the desired cropping area, then 
press-and-drag diagonally to select a cropping area. 

To move the crop selection, inside the rectangular cropping 
area and drag. 

To resize the crop selection, position the tip of the pointer in any 
comer of the cropping selection; when the pointer changes to a 
“pointing finger,” press-and-drag the selection to the desired size. 

5 . Single-click the “Crop” button. 



Limit the shape and propor- 
tion of the cropped area by 
selecting an option from the 
Constrain pop-up menu. 




Click the "Crop" button after you draw a selection. 



Drag the arrow 
pointer diagonally 
to draw a cropping 
area within the 



selected photo. 

The “faded out" 
area will be deleted 



when you click the 
“Crop" button. 
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Rotate an image 

You can rotate a photo from any view mode except “Share.” 

Just select a photo and click the “Rotate” tool to rotate the 
image 90 degrees, counterclockwise (if that’s what you chose in 
Preferences, page 275). Additional clicks will continue to rotate 
the image in 90 degree increments. 

Option-click the Rotate tool to rotate the photo in a clockwise direction (or opposite 
of the direction chosen in Preferences). 

Reduce red-eye 

Use the Red-Eye tool to eliminate or reduce the red glare in a subject’s eyes when 
taking flash photos. The results may vary with different photos. 

1 . Select a photo that needs red-eye reduction. 

2. Click the “Edit” view button (if you’re not already there). 

3 . In the Edit pane, choose “None” from the Constrain menu so you will 
be able to draw freely. 

4 . Press-and-drag a selection around the area of one eye. Select as small an 
area as possible. If necessary, zoom in on the photo before making your 
selection: drag the Size control toward the right. 

5 . Single-click the Red-Eye tool. iPhoto will remove all red from the selected 
area. Repeat for the other eye. 

If you’re not satisfied with the results, press Command Z (Undo) one step at a time, 
or from the File menu, choose “Revert to Original.” 










This is the 
Rotate tool. 
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Convert a photo to black & white 

To convert a photo to black and white, select it and click the Edit button. In the 
Edit pane click the “Black & White” button. 

Remember, this will affect how this photo looks wherever it appears in iPhoto. If 
you don’t want to affect other occurrences, make a duplicate of the photo, rename 
it, and convert the duplicate to black and white. 



Adjust the brightness and/or contrast 

When a photo is a little too dark or too light, you can adjust the brightness and 
contrast. It’s an easy way to juice up a flat photo. 

To adjust the brightness and/or contrast, select a photo while in Edit view. 
Drag the “Brightness/Contrast” sliders left and right until you like the results. 



T!)e settings for this photo 
have not been altered. 




In this photo, I decreased 
the brightness (moved the 
Brightness slider to the left) 
and increased the contrast 
( moved the Contrast slider 
to the right). 

Even photos that don 7 
7ieed brightyiess ayid 
contrast adjustments cayi 
be manipulated to create 
different and 
uyiusual effects. 
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Open photos directly Into another Image-editing application 

iPhoto’s editing tools are fairly limited. For additional image editing, you might 
want to open a photo in another program, such as Adobe Photoshop (for profes- 
sionals) or Adobe Photoshop Elements (for home users). 

1 . From the iPhoto menu, choose “Preferences....” 

2. In the Preferences window, find “Double-clicking photos opens them in.” 
Click the “Other” button, as circled below. 

3 . Click the “Set...” button to get an “Open” dialog box. Find and select the 
application you want to use for more advanced image editing. 

Click “Open” (bottom-right corner). 
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4 . Close the Preferences window. 

5 . Double-click on a photo. iPhoto will open the photo in the image-editing 
application you selected. 
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Edit a photo in a separate window 

You can choose to edit a photo in its own, separate window rather than in the 
iPhoto window. This lets you customize the window Toolbar to display the tools 
you use most. 

To open a photo in a separate window, hold down the Option key and double- 
click a photo. 



Tip: If you want 
photos to open into 
individual windows 
every time you 
double<lick, choose 
that option in the 
Preferences; 
see page 275. 




This separate window lets you edit 
the photo without losing the entire 
window view of thumbnails. You 
can open a number of separate 
windows — just Option - double-click 
on any number of thumbnails. 



Just like in your 
Finder window 
Toolbar, you can: 

Drag toolbar 
items sideways to 
rearrange them. 

Command-drag 
items off the toolbar. 

Click the Hide/Show 
button in the 
upper-right to hide 
or show the toolbar. 

Change how 
the buttons are 
displayed (use the 
Show menu). 
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The Book view 

Through iPhoto, you can create a professionally printed hard-bound copy 
of a Book you design with your photos and captions. It might 
be a catalog, picture book, story book, portfolio, or any other 
sort of Book you dream up. After you create it, you can order 
it with the click of a button and your beautiful Book will be 
delivered to your door. A ten-page book costs $30, and it’s about 
$3 for each additional page. 

To create a Book with your own photographs: 

1 . First create a new Album (as explained on page 276), or select an existing 
Album that contains the photos you want to use in a Book. The order that 
photos appear in an Album determines the order in which they appear in 
the book that you create. The first page in the Album will be the cover of 
your Book. 

2. With your Album open, click the “Book” button to show the layout in the 
large viewing area, a scrolling thumbnails pane, and the layout tools in 
the lower pane. 

3. Choose one of the design themes from the “Theme” pop-up menu. 





Thumbnail pane. 



Book took. 



Choose a design Theme, such 
as classic, portfolio, story book, 
picture book, catalog, or others. 



Choose which 
elements to show 
on all pages. 



Customize each page. The options in 
this menu change slightly, depending 
on which Theme you chose. 



Select an 
Album, 
then click 
the "Book" 
button. 
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4 . Select a thumbnail page, then from the “Page Design” pop-up menu, 
choose a layout. 

5 . You can add titles and comments to each photo (see page 279). 

To edit the text on a Book page, select the text in the text box and 
type your changes. 

To add text directly to a Book page, click inside any text box and 
it will enlarge so you can see your text as you type. 

To choose a font, go to the Edit menu and choose “Font. ...” 

If you need to rearrange photos, add or delete photos, or edit individual 
photos, click the “Organize” button to go back to your Album. Your Book 
for this Album will stay as you left it; when you return to the Book, it will 
reflect the changes you made in the Album. 

6. Choose to show or hide “Titles,” “Comments,” and/or “Page Numbers” 
on the Album pages by clicking (or not clicking) their checkboxes. These 
options affect the entire Book, not individual pages. 

7 . Click the “Preview” button to see how your finished Book will look. 



Yellow triangle? 



When you create a Book, some images may display a low-resolution warning (a 
yellow triangle containing an exclamation mark). iPhoto warns you if a photo 
has a resolution that is lower than that recommended for quality printing. Such 
photos will still print, but they may look pixelated and jaggy, or appear to be of 
lower quality. If you plan to shoot photos for a Book, set your camera to at least a 
medium-quality setting, or even high-quality. 





Low Quality Warning 

One or more photos in your book may print at too 
low a quality based on the design you Imvc chosen. 
Do you want to continue? 



f Step f; Corn i mie^ 



If a caution sign appears on a photo in Book view, 
it means the photo may print at a very low quality. 



Congratulations! You’ve designed and built a great looking coffee-table Book. To 
order copies of this Book with a single click, see the opposite page. 
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To order your Book: 

After you create a Book (as explained on the previous pages), you can order hard- 
bound copies of it using your Internet connection. 

1 . With the Book open on your screen, click the “Share” button. 

2. Click “Order Book” in the lower pane. Your IMac will connect to the 
Internet (if it isn’t already) and open the “Order Book” window, shown 
below. A “Progress” window opens on the Desktop as the “Assembling 
Book. . . ” process takes place. 

i 

i 
i 





Order Book 



3 . If the button in the lower right says, “Enable 1-Click Ordering,” click 
it. You will be asked to start an Apple account and provide your name, 
address and credit card information (don’t worry — this is safer than 
giving your card to an unknown waiter who takes it to the back room), 
as well as your shipping preferences. If you already have an Apple 
account, you will be asked to turn on 1-Click Ordering. Click OK. 

4 . In the “Order Book” window, choose a color for the cover, the quantity of 
Books (they will all be copies of this one Book), and the shipping options. 

5 . Click “Buy Now With 1-Click.” 

6. You’ll see a “Transferring book ...” progress window that indicates 
the files for your Book are being transferred via the Internet to the 
publisher. Your Book will arrive on your doorstep in about a week. 




i - 

1 0 



( Cmctt ^ l-CWcfc Ord«t|n9 



If this button says ^'Enable 1-Click 
Ordering^ you must click it to set 
up an Apple accoujit before you 
can order a Book. 



Once you have this Apple account, 
you can ordet' prints of your photos 
(see page 296) in iPhoto, and even 
order hardware and software from 
the Apple iveb site with one click. 
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The Share view 

The Share pane contains took that let you share your photos with others in a variety 
of ways. You can print your photos in various formats, create a Slide Show to play on 
your computer, export a QuickTime slide show for others, order professional prints 
over the Internet, order a professionally bound, hard-cover book, create a web site 
and publish it with blinding speed, burn your photos to a CD, and more. 




Print your photos to your desktop printer 

1 . Select a single photo, multiple photos, an Album, or the Photo Library. 

2. Click the “Share” button (beneath the Viewing area). 

3 . Click the “Print” button in the Share pane. 






1/12 knport Organize Edit Book 



HomcPage Desktop ' 



4 . In the Print window, click the “Style” pop-up menu and choose Contact 
Sheet, Full Page, Greeting Card, or Standard Prints. Each option will 
display different parameters; check it out. 

5 . Enter the number of copies to print. 

6. Put photo-quality paper in your printer and click “Print.” 





^ f Preview 



[ 



Printer f Robin's Printer 








Presets. Standard 




r Style: Greeting Card 





Style: ©Single-fold O Double-fold 
1 pttolo isttcted I to print 



} 



Advanced Options ^ ^ Cancel ^ 



Choose betwem 
two styles 
of Greeting 
Cards: single or 
double fold. 
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Create a Slide Show to view on your iMac 

With the Slide Show tool in the Share pane you can quickly create a slide show 
with a sound track that will play full-screen on your monitor. 

1 . Select an Album, the Photo Library, or a group of photos within either 
collection. 



2. Click the “Share” button to display the Share pane, as shown below 




3 . Click the “Slide Show” button. The “Slide Show Settings” window 
will open, as shown below. 



Sjide Show Settings 

I Play each slide for { "^2 ^ seconds 

I Q Repeal slide show = 

I Music; ; Jesu, Joy Of Man's Desiring ^ | 

i i 

I ( Cancel 3 I 

i ' 



4 . Enter the number of seconds for each photo to play. 

5 . Choose if you want the Slide Show to repeat. 

6 . Select the music you want to use for a sound track: From the “Music” 
pop-up menu, select one of the few sound tracks that Apple has provided 
for you, or choose “Other...” so you can select any MP3 or WAV file you 
have on your computer. 

7. Click OK to start the Slide Show. 



Siida Show Senings 



Play each slide for | 2 |Q seconds 

Q Repeat slide show 



I Musii V None | 




Any sound files you choose 
through ''Other. . will 
stay in this list. 

Choose "Edit List...” 
to remove songs. 



— continued 




Slide Show 



An advantage of 
creating a separate 
Album for a slide 
show (or for any 
project) is that you 
can arrange the 
photos in an Album 
in the order you 
want them to appear. 
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Slide Show quick-play 

You don’t have to go through the Settings window to play a Slide Show, or even be 
in the Share view: Just select an Album while in any view (or a group of photos in 
the main viewing area), then click the “Play” button. You might have to wait a 
few seconds while iPhoto prepares the show. 




Preferences settings 

You can also set up the Slide Show settings in the 
Preferences window. All Slide Shows will play with 
the same preferences, whether you choose them 
in the Settings window as on the previous page, or 
here in the iPhoto Preferences. 

To set the Preferences, go to the iPhoto menu and 
choose “Preferences. . . .” Adjust the settings at the 
bottom of the window, then close the window. 



you 

and that window will pick up 
any settings you choose here. 

Slide show keyboard commands 

Use keyboard commands to control the playback of your iPhoto Slide Show; 

■ Up arrow: Speeds up the Slide Show. 

■ Down arrow: Slows down the Slide Show. 

■ Spacebar: Toggles the Slide Show between Play and Pause. 

■ Left and right arrow keys: Shows the previous slide or next slide. 

■ Mouse: Stops the Slide Show. 
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Send your photos through email 

One way to share your photos is to send them to someone through email. iPhoto 
makes it incredibly easy to do just that. 

1 . Select one or more photos in the viewing area; you can choose photos 
from any Album or from the Library. 



To select multiple photos, 
hold the Command key 
as you click on your 
photo selections. 



Note: People using 
the current versions 
of America Online 
(version 5,0 for Macs, 
version 7.0 for PCs) 
will not see the 
iPhotos you send 
this way. Dang. 

I hope they fix that. 



Selected photos 
show blue borders. 



2. Click the “Share” view button. 

3. Click “Mail” in the lower pane to open the “Mail Photo” window. 



Mali Photo 



Photo 



Size: ( Small (240x320) 



Photo Count. 2 
Estimated SUe: 127 KB 



Indude: jp Tides 0 Comments 



Cancel 



To' ! myf>iml>^»eartliliftk.n«t 



Sutqecr 2 grtst lP^MO> 



In the “Mail Photo” window, choose a photo size from 
the pop-up menu, and choose whether to include titles 
and comments that you may have added to photos (as 
explained on page 279)- Click the “Compose” button. 

Compose your email message in the “New Message” 
window that opens (as shown to the right). Your photos 
are already sized and placed in the message area. 

Click the “Send” icon in the email window Toolbar. Your 
iMac will connect to the Internet (if it isn’t already) and 
send the photos. Amazing. 
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■#! 

Order PrinK 



Order traditional prints of your photos 

You can order regular, real, hold-in-your-hand prints of any photo or collection 
of photos. Your first ten 4x6 prints are free! 

1. Make sure you’re connected to the Internet. 



3 0 0 


Order Prmu 




1 Kodak 




4*8 prmu, quintity- 0 


1 PmSwvm 




Si7 prints, qiunnty o 




t0 49 U(t< 
0 9> tMti 

1.79 ixn 
S.M 

14 99 C4d« 
!».»» t4C^ 

S 0.49 *«d« 
OMMdt 

1.79 ftch 
1.99 ud< 

14.99 Mc«< 

19.99 uch 



u 



r» era«r prtmi. v«u iiMM l>Ckdt* 
eidvnno Al iM» U^nt. prliHi can onh 

be Oallvtrttf t« addreutt in (h* United SUtci 
and Canada. 







I 



Sign in using your Apple 10 

To order, you need an Apple ID with l-CBck* order-ng enabled. 
Your Apple ID enable* access to many Aftfik webslui Induding 
the Apple Store, and l-CSdt ordering makes checkout fait when 
purchasing items onlirte. 

Apple ID i I 

Password ( Forgot Pesneord A 



C~CfM New Apple HD ^ 




2. Select an Album or a group of photos within an Album 
or the Photo Library. 

3 . Click the “Share” view button (if it isn’t already). 

4 . Click the “Order Prints” button in the lower pane. 

5. If the button in the lower right says, “Enable 1- Click 
Ordering,” click it. You will be asked to start an Apple 
account and provide your name, address, and credit 
card information, as well as your shipping preferences. 

If you already have an Apple account, you will be 
asked to turn on 1 -Click Ordering. Click OK. 

6. If necessary, click the “Order Prints” button again in 
the Share pane to reopen the Order Prints window. 

7. Select the size and quantity you want of each photo 
in the “Order Prints” window: 

In the top-right comer you have options of 4x6 
and 5x7 prints. Any quantities you enter in these 
two boxes will apply to every photo you selected; 
that is, if you enter “2” in the 4x6 box, you will 
get 2 prints of every picture. 

In addition to or instead of the above, you can 
select individual photos and buy separate prints, 
like a 16x20 or a collection of four wallet-sized. 

As you enter a number to order each photo, the 
amount is instantly calculated in the window. 

You can always type in “0” to change your mind. 

8. Click the “Buy Now With 1-Click” button. Wow. 



Notice there is a warning that one or more of the photos in the collection are low resolution 
(the photo will appear with a warning icon displayed in the comer). The larger the photo, the 
more important it is that you originally shot the photo in the highest resolution. You can get 
away with creating small prints from low-resolution photos. 



296 







17 ■ iPhoto: Organize and Share Your Digital Photos 



Build a web site with your photos and put it on the web— free 

If you signed up for a free Apple iTools account (see Chapter 19), iPhoto will 
automatically create and publish a web site of your selected photos and store it 
free on Apple’s Internet servers. It’s really incredible. 

1 . Select an Album or a group of photos within an Album. The order 
in which photos appear in the Album determines the order in which 
they appear on the web page that iPhoto creates. To rearrange photos, 
drag-and-drop them into new positions. 

2. Click the “Share” view button. 

3. Click the “HomePage” button in the lower pane. Your iMac will connect 
to the Internet and open the “Publish HomePage” window, as shown 
below. Your selected images are displayed on a web page template that 
you can customize. 




HomePage 



Tip: If you want to 
create a web page 
with your photos that 
you can upload to a 
site you already own, 
see page 301. 



eoe 



I>ubll5h HomtPagc 



I 



Robinviiie, New Mexico 

Robiwls B a tmal vBaga aoulh of SanU Fa. PoputiDon 3. not counUig lha Gargoyla 









Tba Northarn HBs araa. 



Local archtoctura 




Publish to: f roadrat 



If your web page appears with 
only one photo on it, perhaps 
you accidentally had one 
photo selected in the Album. 
Click Xancer and go check. 



Click one of the thumbnails to 
choose a photo frame style. Each 
style has a different typeface, but 
they all have the same layout. 



4. Click one of the thumbnail images at the bottom of the window 
to choose a style for the frames that will border your photos. The 
same frame will border every photo on the page. 

5. Select the existing captions on the page (press-and-drag over the text) 
and replace them with your own words. If you had given titles to photos 
(explained on pages 275 and 279), those titles would appear as captions. 



Tip: To remove a 
HomePage Photo 
Album, log in to your 
iTools account, then 
click the "HomePage" 
button. You'll see a 
list of the Albums 
you have posted. 
Single-click on the 
name, then click the 
minus sign right below 
the list. 



— continued 
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6. From the “Publish to” pop-up menu at the bottom of the window (shown 
on the previous page), select your iTools account name. 



7 . 



nis is the iPhoto HomePage 
Photo Album as it appears 



Click the “Publish” button. After the files have been transferred to Apple’s 
iTools server, a notice will appear telling you the web address of your new 
web site; this notice has a button called “Visit Page Now.” Click it to open 
your brand new HomePage Photo Album. 



on the web. As you add other 
Albums, each one will have 
its own link, as shown here. 




Robinvine. Nev/ Mexico 




RoOinvAe IS a snial vAage south of Santa Fe. (Population 3, not countng the Oargoyfe famfy. 




Click any photo and it 
will open to a new web 
page with that photo 
shown efilarged. 

In the bottom-right corner 
are Back and Forward 
buttons to cycle the visitor 
through the Album. 

Notice there are no scroll 
bars — you cayinot reduce 
the size of the page (and 
it fills your entire screen). 
But this page actually sits 
in a completely separate 
window above your main 
web site; just close or move 
this wmdoiu to get back to 
your main window. 
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Use a photo as your Desktop background 

Select one of your photos to use as a Desktop image. It’s a great way to personalize 
the appearance of your iMac. Any photo you choose will fill the Desktop space. 

1. Single-click one photo in any Album or from the Photo Library. 

2. Click the “Share” view button. 

3. Click the “Desktop” icon in the lower pane. The selected photo displays 
instantly on your Desktop. 

This is a picture of Mac The Dog as an 
iMac Desktop image. Notice I selected 
a photo that won ’/ interfere with the 
visibility of the Desktop icons in the 
upper-right comer of the screen. 



Make a Screen Saver from your photos 

Create your own Screen Saver that will activate after the amount of time you set 
(see pages 217-218 on how to set the Screen Saver preferences). The images will 
appear on the screen, move forward, recede, and fade into each other. Way cool. 

1 . Click the “Share” view button, if it isn’t already. 

2. Click the “Screen Saver” icon in the lower pane. 

3. In the “Screen Saver” dialog box, a menu 
contains the names of all your Albums. Choose 
the Album you want to use as a screen saver, or 
choose the option of “All Albums.” 

4. Click OK. Your Slide Show will play when your 
monitor sleeps, or when you move your pointer 
to the “Hot Comer” of the screen (as explained 
on page 218). 



Screen Saver 



This panel allows you to select an album to be used as your 
Screen Saver. Your preferences will be set to use the photos 
in that album. 

Use; Backyard ^ 

Album contains 19 photos. 



i f PYgfafgnccs... ^ Co to Screen Saver preferences. | 

i ( ) t 0* 3 I 

j I 




Screen Saver 





Desktop 
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Export copies of your photos in various formats 

There are still more ways to share your photos with iPhoto. The following export 
functions are available when you click the “Export” button. 

Export copies or convert photos to other hie formats 

You might want to export photos to a different project folder, or convert them to 
another file format. This does not remove the photos from the Photo Library. The 
converted or exported photos will be copies of the originals; any changes you make 
to those copies will not affect the originals. 

To export and/or convert photost 

1. Select a single photo, an Album, or a group of photos within an Album 
or the Photo Library. 

2. Click the “Share” view button, then click the “Export” button (above). 

3. In the “Export Images” window that appears, click the “File Export” tab. 

4. From the Format pop-up menu, select a file format in 
which to save photos: “Original” saves photos in whatever 
format they currently use. “JPG,” TIF,” and “PNG” are the 
other options. If you’re not familiar with file formats, “JPG” is 
a safe choice that anyone can use. Most digital cameras create 
photos in this format. 

5. Namet “Use file names” means the exported photos will 
have the default names your digital camera assigned (such 
as DSCN0715.jpg). “Use titles” will name the photos with the 
titles you gave them in iPhoto (page 279). 

6. Size: “Full-size images” will export photos the same size as 
the original. Or you can enter specific dimensions (in pixels). 

7. Click “Export.” In the “Export Images” dialog box (left), 
iPhoto automatically chooses the “Pictures” folder. If you 
want to put your copied photos into another, separate folder, 
click the “New Folder” button, and name the new folder. The 
pictures will be saved into that folder, which you can find in 
the Pictures folder. 

8 . CUck “Save.” 
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Export your photos as a web page 

The Web Page option of the “Export Images” window is very different from the 
HomePage feature as explained on page 324. This Web Page tool creates a slightly 
plainer web site and saves it on your computer — it does not post this site on Apple’s 
server for you. You can upload this site yourself to a server of your choice, or you 
may want to bum the site to a CD to share with others. 

1. Select an Album or a group of photos within an Album. The order the 
photos appear in an Album is the order they will appear in a Web Page. 

2. Click the “Share” view button. 




3. Click the “Export” button in the lower pane. 

4. In the “Export Images” window that appears, click the “Web Page” tab. 

5. Enter a title for the Web Page, and choose how many columns and rows 
of photographs to create on the start page (the first page). 

6 . Choose a background color: click the “Color” button, then click in the 
little box to the right of the button to get the color palette. 

If you want to use a background image instead of a color, click 
the “Image” button, then click “Set....” Find the image you want 
to use as a background; click OK. 




— continued 
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7 . Set maximum widths and heights for thumbnail images (the small, 
clickable images on the first page) and for full-size images (the large 
ones that will appear each on their own page). 

8. Click “Export.” 

9 . iPhoto automatically chooses the Sites folder in which to store your 
Web Page. You really need to create a new folder so all of these files will 
be nicely contained, and so you can create another Web Page someday 
without overwriting this one. 

So click the “New Folder” button and name it. Then click OK. Your new 
Web Page and all of its related files will be stored in this folder. 



To see your new Web Page (which is really a web site, not an individual web 
page), find the new folder you just made (it’s in the Sites folder in your Home 
window, unless you put it somewhere else). 

Double-click the file named index.html. It will open in your web browser (Internet 
Explorer), but it’s not online! You’re actually just opening files on your own hard 
disk. That is, if you wanted other people around the world to see this web page, 
you’ll have to invite them to your house. This Web Page feature just builds the site 
for you — it’s your responsibility to upload it to a server if you want it online. 



Web Page creates a 
"start page" that contains 
thumbnail versions of 
your selected photos. 
Single-click any thumb- 
nail to open a page that 
displays a full-sized 
version of that photo. 



.600 






Q Roblnville 












iS 






1 Bd{« ForwArd Slop 


Refresh 


Home 


; AutoFill Print 


MaiI 
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Export your photos as a QuickTime slide show you can give to friends 

You can export photos as a QuickTime slide show that plays in the QuickTime player 
or in a program that supports QuickTime, such as a web browser. The QuickTime 
slide show can be put on a CD and sent to friends, posted on a web page, inserted 
into a PDF, or placed in a presentation in AppleWorks (see Chapter 10). 




Export 



1 . Select an Album or a group of photos within an Album or the Photo 
Library. (The order that photos appear in an Album is the order 
they will appear in the QuickTime movie.) 



2. Click the “Share” view button. 

3 . Click the “Export” button in the lower pane. 

4 . In the “Export Images” window, click the “QuickTime” tab 
to show the QuickTime pane. 

5 . Images: Set the maximum width and height for the slide 
show images; 640 by 480 pixels is a standard measurement 
that works well (it’s rather large). Set the amount of time 
that each image will stay on the screen. 

6. Background: Choose a background color or a background 
image. If some of your photos have unusual dimensions, the 

empty background area will be filled with the color or image you choose. 




f CaiKri ^ / expert > 



7. Music: Click “Add currently selected music to movie.” The slide show 
will play whatever piece of music you last chose in the Preferences window 
(as explained on page 275). 

8. Click “Export.” 

9 . In the “Export Images” dialog box, name the file. iPhoto automatically 
selects the “Movies” folder to save the slide show in. 

10 . Click “Save.” 

To open your QuickTime movie, click the “Home” icon in the Toolbar of any 
Finder window, then double-click the folder named “Movies.” Double-click the 
QuickTime movie file that you just named and saved. 

To play your QuickTime movie, click the “Play” button (the big triangle) on the 
QuickTime Player. 




A QuickTime slide 
show plays in the 
QuickTime Player. 
Click the "Play” 
button (circled above) 
to play the movie. 
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Extra tips and information 

JPEG and JPG are Most digital cameras store photos in the 3PE6 format, which combines a high- 

the same thing, quality image with effective compression to economize file size. iPhoto works best 
TIFF and TIF are with JPEG formatted photos, although it recognizes most common formats such 

also the same thing, as TIFF, PICT, BMP, TARGA, and PNG. 

Imported photos are actually located in a folder named iPhoto Library. To 
find this folder, open your Home window, then open the Pictures folder; the 
iPhoto Library is inside Pictures. The Library folder also contains a folder of the 
Albums you created in iPhoto. But these Albums don’t really contain photos, even 
though you placed photos in them while working in iPhoto. Instead, they contain 
“references” to photos that have been imported into the Photo Library. This way, you 
have the same photo in many different Albums without overloading your computer 
with multiple copies of a photo. 

If you plan to have a lot of fun using your digital camera and iPhoto, chances 
are sooner or later you’ll have so many photos in your iPhoto Library that you’ll 
run out of starve space. Plan to back up your iPhoto Library folder regularly by 
copying it to another disk or burning a CD (as explained in Chq)ter 12). 
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Mak-e E>eautifu/ 
MuJic with 



iTliWJ 



With the iTunes application, you can create music CDs that will work in just about 
any regular CD player (and on your iMac), or create digital music files to play while 
you’re working on your iMac. iTlines can convert music files from one format to 
another (known as “encoding”). Himes can organize your music files into Playlists 
(collections). It can create CDs of your customized music playlists. iHines can con- 
nect to the Internet’s CD Database and retrieve information about your CDs, includ- 
ing artist, song titles, album name, and music genre. iTlmes can connect to dozens 
of Internet radio stations offering a wide variety of music and talk radio. And it can 
put on a dazzling, live, visual effects show that’s synchronized to the current music 
selection. What more could you ask? How about this — if you have an iPod (Apple’s 
MP3 player available in 5- or 10 -gigabyte storage capacities), iTlmes will upload 
and synchronize the iPod with your iTlmes Playlist (at least 1,000 songs) using a 
lightning-fast FireWire connection. 



For in-depth 
mformatton about 
iTujieSy compression, 
sound quality^ 
custom bit rates, 
sample rates, 
and more, get 
The Little iTlmes 
Book, by Bob Levitus, 
available from 
Peachpit Press. 




This is the iTunes 
player with visuals 
turned on. 
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Open iTunes for the first time 

The first time you open iTlines, the Setup Assistant shows you a welcome window 
and a series of set-up windows that help you get ilbnes ready to use. 

1 . Click once on the iTlines icon in the Dock. (If the icon isn’t in the Dock, 
you’ll find it in the Applications window.) 




This is the iTunes icon 
in the Dock. 



2 . Click the “Next” button in the “Welcome” window (below). 



mp 3 audio files 
are music files 
that are compressed 
a great deal but still 
maintain high quality. 



ITunes Setup Assistant 




3 . In the “Internet Playback” options (shown below), choose 

“Yes, use iTlines for Internet playback” if you want iTlines to play 
MP3 audio files when they are available on the Internet (top section 
of the window below). This is probably the choice for you. 

Click “No, do not modify my Internet settings” if you have some 
other software that you prefer to have play your MP3 audio files. 



ITunes Setup Assistant 




latcract Phyback 

WoUd you like to use iTunes to play MP3 audio streams from the 
Internet? The system settings will be changed to define iTwies as the 
helper application for streams you play In your Web brouvser. 

0 Yes, use IT unes for Internet playback 
O No. do not modify my Internet senings 



On occasion. iTunes needs to access the Internet for Infonnation 
about audio CDs and streeming broadcasts. Do you want ITunes to 
automatically connect when ifs necessary? 

0 Yes, automatically connea to the Internet 
O No. ask me before connecting 



( Cancel ^ 
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4 . Also from the “Internet Playback” options: 

If you have & full-time Internet cx>nnection such as DSL or a cable 
modem, choose ‘Tes, automatically connect to the Internet." 

If your Internet connection requires that your internal modem 
dials a phone number, you may prefer the option, “No, ask me before 
connecting” to prevent your modem from unexpectedly dialing. 

Click “Next.” 

5 . In the “Find MP3 files” panel, choose whether you want iHines to search 
for any MP3 music files you may already have on your computer. 

If you choose “Yes, find any MP3 files I have on my hard disk(s),” 
iThnes will search your hard disk,/>/«s any other hard disks that 
are networked to your computer. 

If you’re on a network of any sort, choose “No, I’ll add them myself 
later” to prevent adding references of files to your music library that 
don’t exist on your own computer. 



When iTunes searches for MP3 
files, it puts a reference to the 
MP3 file location in the iTunes 
music library. If you move those 
MP3 files, iTunes will not be able 
to play them. 



ITunes Setop Assistant 





FfadMra flics 




Wotidyou (ike ITunes to scan your hard disk for MP3 Ales you 
already have? The songs will be added to your iTunes music library so 
i you can easily listen to them. 




? Areference to these KPS AleswUlbe added to your mud c library, but 

the Ales themselvesiKi(l not be moved or copied tr you remove the 
Ales, ITwtes will be unable to play them. 






OVes, find any MP3 files 1 have on my hard dlsk(s> 
0 No. ni add them myself later 





1 f Cancel ^ 







6. Click “Done.” 
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Playing CDs 

You can play just about any music CD you stick in your Mac. Make sure your sound 
is on and turned up (if it isn’t, see page 219). 



Tip: If you want to 
play songs without 
putting the CD in 
your iMac, follow the 
steps on the next 
page to put selected 
songs in the Library. 



To play a music CD: 

1 . Insert a CD into the drive, label side up. 

2. Open iHines, if it doesn’t open automatically: 

If the niines icon is in your Dock, click once on it. 

If there is no icon in the Dock, open the Applications folder, 
find the iUines icon, then double-click it. 

3. The CD icon appears in the “Source pane,” as shown below. 
Click the CD icon to see the song list and other information. 



If you’re connected to the Internet, ilbnes will automatically 
go to the CDDB (CD database) web site, retrieve the song titles (if 
available), and enter the information in the window. 



If you’re not connected to the Internet when you insert a CD, 
song titles will appear as track numbers. 



This is the Song column 
that lists all the songs 
on the selected CD. 



QOO 




In the Source pane you ’ll see an icon for the CD that is in your iMac. 



Various Anms 
Elapsed Time. 0:2 S 









If You Can’t Huny love - The So. 

•f Reach Out Til Be The:* - Four , 
y Jimmy Madi - Martha ft The V.,. 
•f Your Precious Love - Marvin C. 
y I Heard It Through The Crapev.. 
y I Heard It Through The Crapev... 
y My \iWx»e World Ended (The M... 

y I Warn You Back - The Jackson 5 
y Someday We’ll Be Together • . . , 
y Up The Ladder To The Roof • .. 
y Ball Of Confusion (That's What 
y Signed, Sealed. Delivered fm Y 
y It’s A Shame - The Spinners 
y Wat - Edwin Starr 
y .ThCLT£a£S.Df A.Cown - Smok... > 



Time Artist 



2 47 Various Artists 
3.02 Vanous Artists 
2.5S Vanous Artists 

3 . OS Vanous Artists 
2:48 Various Artists 
3:16 Vanous Artists 
3.30 Various Artists 

3 01 Various Artists 
3:34 Vanous Artists 
3:14 Various Artists 
4.07 Various Artists 
2:41 VarKMJS Artists 
3:10 Various Artists 
3,22 Various Artists 
.3.02. VarrousArtists. 



20 songs, t 09^^00 total time. 698 2 M8 



Album 



Motown The 
Motown The 
Maown The 
Motown. The 
Mamet The 
Maown The 
Maown: The 



Maown The 
Motown The 
Maown. The 
Maown The 
Maown. The 
Maown; The 
Maown The 

.. Motown.. Thit-!J 

mii 



To see the actual song titles, if they have not appeared: 

1 . Connect to the Internet (if you’re not already). 

2. From the Advanced menu, choose “Get CD Track Names.” 
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The iTunes Library 

Three of the greatest features of iTtines are that you can play music on your iMac 
without having to insert the original CD, download songs to a portable MP3 player, 
and bum a customized music collection onto a CD for your personal enjoyment. 
However, before you can do these things, you must first move the selected songs 
to the iTunes \Ahnvy— simply playing songs from a CD does not add them to 
the Library. So you must import (also called rip or encode) a music file from a 
CD into i'Hines; this automatically encodes the song as an “MP3” file and places 
it in the Library. Then you can turn to the following page and make Playlists for 
organizing and exporting your music. 



Hp; Each song 
takes up from 3 to 5 
megabytes, at least, 
of hard disk space, 
so make sure you 
have plenty of space 
before you go crazy 
with your music files! 



To add songs to the Library: 

1 . Insert a music CD into the drive, label-side up. 

2 . In the CD list that appears, check each song in the list that you want 
to add to the Library. 



3. Click the “Import” button in the upper-right of the window. 



eqo 






Iffipofting *Bro(her Jake* 
Time reroalnlng: 0:19 (7. 5x) 









Ubrary 
1 ' Radio Tuner 



9 



J|, iMovie tracks 
,/* Jim and Den 
Joshua's choice 
jt favorites 
^ RW party 
Scarlett 



[^^2 '5’ Brother Jake 




4:34 Neville Brothers Brother's Keeper 



Fearless 

wf Son's And Daught ... 
^ Failin' Rain 
^ Jah Love 
River Of Ufe 
Sf Witness 

^ My Brother's Keeper 
«|F Sons Arxi Daught... 
¥ Mystery Train 
•^BkdOn AWire 



3:15 

4.12 

5:02 

4.01 
3:22 
5:19 
404 
3:36 
409 
4 31 

5.01 



Neville Brothers 
Neville Brothers 
Neville Brothers 
Neville Brothers 
Neville Brothers 
Neville Brothers 
Neville Brothers 
Neville Brothers 
Nevlltc Brothers 
Neville Brothers 
Neville Brothers 



Brother's Keeper 
Brother's Keeper 
Brother's Keeper 
Brother’s Keeper 
Brother's Keeper 
Brother's Keeper 
Brother's Keeper 
Brother's Keeper 
Brother's Keeper 
Brother's Keeper 
Brother's Keeper 



R&B 

R&B 

RAB 

R&B 

R&B 

R&B 

R&B 

R&B 

R&B 

R&B 

R&B 



U songs. 5S;53 total 






nis turns into an ''Import'* 
button after you check a song. 



An orange icon (a circle with 
an animated wave symbol) 
appears next to the track that 
is being ripped (imported). 

When the file is fiyiished, the 
orange icon is replaced by 
a green icon (a circle with a 
check mark), indicating that 
it has already been imported. 



This is how much of my hard disk is 
filled with music files in the Library. 



You may already have music files somewhere on your computer that you want to 
add to the iUines Library. There are two ways to do this: 

■ Either go to the File menu and choose “Add to Library. ...” 
then find and select your music files. 

■ Or drag a file from any location on your hard disk to the Library icon 
in the ilhnes Source pane. 
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HMMMSuakiiHMii : 

Ul Library 
I Radio Tuner 

I y iuviittagattitSfiiikl I 

Whm you create 
a new Playlist, the 
iMac knows you 
want to change its 
name, so it highlights 
the field for you. Just 
type to replace the 
existing name. 



Tip: To select more 
than one song at a 
time to drag to the 
Playlist, hold down the 
Command key and click 
on individual songs. 

Or to select a range of 
songs, do this: Click 
on a song, hold down 
the Shift key, click on 
a song lower in the list 
Every song between 
the click and Shift-click 
will be selected. 
Let go of the Shift 
key before you drag a 
selected song. 

To deselect a single 
song. Command-click 
on it. 



Creating a Playlist 

A Playlist is your personal collection of audio files. Your iTlines Library, as described 
on the previous page, might have hundreds of songs in it; the Playlists organize 
these songs for you. You can create as many Playlists as you like, the same songs 
can be in any number of Playlists, and you can arrange the songs in any order by 
dragging selections up or down in the list. Before you can bum a CD of songs, 
you must first put the songs into a Playlist. 

To create a new Playlist: 

1 . Type Command N, or click the “New Playlist” button at the bottom-left 
of the iHines window. A new Playlist icon will appear in the Source pane 
with a generic name of “untitled playlist,” as shown to the left. 

2 . Change the name of the new Playlist to something appropriate 
(just type to replace “untitled playlist”). 

You can change a Playlist name at any time: Click once on the title, 
then type a new name in the highlighted field. 

To add songs to a Playlist from the Library: 

1 . In the Source pane, single-click the Library icon to display your Library 
collection in the Song column. 

2 . Drag a selection from the Song column to a Playlist icon in the 
Source pane. 

To add songs to a Playlist directly from a CD: 

1 . Insert the CD whose songs you want to add to a customized Playlist. 

2 . Single-click the CD icon in the Source pane to open its song list. 

3. Drag desired selections from the Song column and drop them 
on your new Playlist name in the Source pane, as shown at the 
top of the opposite page. 

NOTE: When you drag a song directly from a CD to a Playlist, the song 
is encoded (imported) to the MP3 format and placed in the iTunes Library, 
just as if you fallowed the directions on the previous page! So don’t do both! 
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iTun«s 



Import 



Time Artist 



Qj Library 



1 N^FieWsofCoW 

2 Wade in the Water 

3 ¥ Autumn Leaves 

4 Wayfaring Stranger 

S — •^■SongbKd . - ^ .. 

4. .,S Cvarassttfy 



4:42 Eva Cassidy 
4:02 Eva Cassidy 
4:41 Eva Cassidy 
4:26 Eva Cassidy 
3^43 Eve Cassidy 
4:1b Eva Cassidy 
3:59 Eva Cassidy 
3:16 Eva Cassidy 



Songbird 

Songbird 

Songbird 

Songbird 

Songbird 

Songbird 

Songbird 

Songbird 



Radio Tuner 



y Robin's Favorites 



7 I Know You By Heart 

8 People Get Ready 



New 

Playlist 

button. 



^ 49 Eva Cassidy Songbird 



OiDiDL^^j 



"Songbird” is the 
name of the CD that is 
in the Mac and whose 
songs are showing in 
the window. 

“Robin ’s Favorites" 
is the name of the 
new Playlist. You can 
see song #10 being 
dragged over to 
that Playlist. 



To make a new Playlist the easy way (o/ter you've added the songs to the Libiaiy): 

1 . In the Source pane, single-click the Library icon to display your music 
collection. 

2 . Select the desired songs in the Song column (hold down the Command 
key and click each song). 

Note: The checkmarks do not indicate whether a file is selected. The 
checkmarks indicate two things; songs that will play when you click 
the “Play” button, and songs on a CD that will be imported when you 
click the “Import” button. 

3. From the File menu, select “New Playlist From Selection.” iHines 
will automatically create the Playlist and add the selected items to it. 
You can change the name of the Playlist. 




ITuncs 



Burn CD 



Time Artlw 



Library 



1492: Cor>qu 



a Cry of Isabel 
!? OeltverarKe 
^ Etemiiy 
^ If 1 Can Dream 

Monastery of U Rabda 
^ Porterville 

The Beaches of Cheyenne 
gf The Tears Of A Clown - Smok. 



3 29 Vangelis 

2:00 Vangelis 

3:13 EMs Presley 

3:39 Vangelis 

2:22 Crccdence Oeanva 

3.49 CanhBrooks 

3 02 Various Artists 



1492 Cooqu 
1492 Conqu 
The Great Pei 
1492: Cortqu 
Hot Stuff 
Double Live ( 
Motown: The 



Radio Tuner 

@ Motown The Gasslc 
y iMo^e tracks 



RW party 
'X Scarlett 






This is an example of a 
Playlist called 'Joshua's 
choice." 

Now with the Playlist, 
you can listen to this 
collection on your Mac, 
download it to an MP3 
player, or burn a CD 
of this particular 
collection of songs. 
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Burn a CD of your customized music collection 

The “Bum CD” button is visible when a Playlist is selected in the Source pane. 

To bum a CD: 

1 . Select a Playlist you’ve created in the Source pane (as explained on 
pages 310-311). 

2. In the Song list, uncheck any songs you do not want recorded on the CD. 

3 . Single-click the “Burn CD” button (in the upper-right corner), and 
the button cover opens to reveal the “Bum” icon, as shown below. 

4 . The Status window will instruct you to insert a blank CD-R 

5 . After you insert a disc, ilUnes will begin burning the songs onto the disc. 

6. When finished, your new CD icon will appear on the Desktop. 



Burn GO 



9 

Bum CO 



ne Multi-Function button in the upper- 
right comer of the iTunes window will 
change, depending on what is selected. 



Transfer songs to an MP3 player 

You can use ilbnes to transfer one or more Playlists to an MP3 player, such as 
the Apple iPod. 

1 . Connect a supported MP3 player to your iMac using a FireWire or USB cable, 
and the player’s name will appear in the iTbnes Source pane. 

2. Drag songs from the Library or a Playlist to the MP3 player’s name 
in the Source list. The songs will copy to the player. 



If you’re using the Apple iPod, you can choose to have iUmes automatically transfer 
all your MP3 songs or just selected Playlists to the iPod, or you can manually drag 
selections to the iPod in the Playlist. 



The iPod is actually a hard disk, so be sure to eject the iPod before you disconnect 
the FireWire cable! Select the iPod’s name in the Source pane, then click the “Eject” 
button in the bottom-right comer of the iUines window. Or drag the iPod icon on 
your hard disk down to the Trash. 



For lots of details about the iPod, from the i'Ibnes application menu choose “Help,” 
then choose “iPod Help.” 
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The iTunes Interface 

Most of the controls you need are located directly on the iTunes interface. 
It looks like a lot of details, but most of them are self-explanatory. 




Song/Radio list. 



Controller buttons: 
previous, start/pause, 
next. Hold the buttons 
down for rapid reverse 
ayxd fast forward. 

eoD 



Status display. 



Search field. 



ITunes 



Unchained Melody 
Elapsed Time: 1:04 



Volume control. 



Multi-Function 

button. 



Source pane. 



Radio Tuner 

^ Motown. The Classic 
^ iMovie (racks 
and Don 

Of Joshua's choice 
^ jt favorites 
^ RW party 
•it' Scarten 



Detail 

window, 

opposite 

page. 



Inserted CD. 



Customized 

Playlists. 



23 songs. 1:25:18 total tirne. 122.9 MS 



Resize the 
window. 



Repeat button. Click to 
repeat a song or collection 
of selected songs. 



New Playlist button. 



Eject Disc. 



Shuffle button. 
Click to randomly 
shuffle the play order 
of the Library, CD, or 
selected Playlist. 



Visualizer. 



Music Collection Summary. 
This area summarizes the 
7iumber of songs, total time, 
and total file size of the 
collection that is currently 
selected in the Source pane 
(the Library, a CD, or 
a Playlist). 



Equalizer. 

(Way cool-try it!) 







Time 


Anist 


Album 


Genre 




Sf If 1 Can Dream 


3:13 


EMs Presley 


The Great Perform. . . 


Rock . 




•Sf If Tomorrow Never ... 


3:45 


Garth Brooks 


Double Live Disk 2 


Country 
















Mf Monastery of La Rab... 


3:39 


Vangelis 


1492: Conquest of... 


New Age 




^ Opening 


1:22 


Vangelis 


1492: Conquest of... 


NewAge 




Papa loved Mama 


2 45 


Garth Brooks 


Double L.ve Disk 1 


CountryHj 




¥ PorterviHe 


2:22 


Creedence C... 


Hot Stuff 


Rock f 




¥ Rodeo 


3:40 


Garth Brooks 


Double Live Disk 2 


Country * 




¥ Signed. Sealed. Deli... 


2:41 


Various Artists 


Motown: The Oass... 


Rock i 




¥ The Beaches of Che... 


3:49 


Garth Brooks 


Double Live Disk 2 


Country | 




ff The Dance 


3:58 


Garth Brooks 


Double Live Disk 2 


Country * 




a? The Tears Of A Clo... 


3:02 


Various Artists 


Motown The Oass... 


Rock 1 




•<1 ¥ Unchained Melody 


3:20 


Elvis Presley 


The Great Perform... 


Rock 1 




i*fwai You Be There 


7.41 


Michaeljack... 


Dangerous 


Pop * 




¥ You Can't Hurry Lov... 


2:47 


Various Artists 


Motown: The Oass... 


Rock 

▼ 



Tip: You can dose the iTunes window (dick the red 
button) and your music will continue to play. 

Click the green button (the zoom button) to reduce 
the Player to a little "windoid." Click the green 
button again to return to the full window. 
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Play the radio 

Radio Timer gives you an easy way to tune into Internet radio stations that are 
either built into iHines or whose addresses you have entered. These stations play a 
wide variety of music, news, and talk show programs, and netcast the “streaming 
MP3" format. 

To play the radio in iTunes: 

1 . Connect to the Internet, if you’re not already. 

2. Click the Radio Timer icon in the Source pane. This will display the 
radio options in the “Stream” column (the same column that is labeled 
“Song” when the Source is a CD or your Library). 

3 . Click the triangle next to a radio category to see the various choices of 
“streams” (streaming Internet connections). 

4 . Double-click a stream to begin playing it. iTlmes will open the designated 
web address and “prebuffer” a stream (store a little bit ahead for you). 
Prebuffering usually takes just a few seconds. 

Streaming files download a certain amount of information to your computer before 
they start playing, then continue to download data as the file plays. 



Choose which 
columns to display 
in the Radio Tuner 
window: From the 
Edit menu, choose 
"View Options...." 



eoo 






http /hMww rocktracks dc 
ElapMsi-nme: 1:22 










Motown: Th« 
^ iMowie trxkt 

. Jf* Joshua’s choKre 
jf |t f*won:es 
RW party 
y Scarlon 








BitRatt 


Comment 






► Chmitan 






A 


7 


TClattlcRock (lOftioamt) 










O Ectoctic Esottfica 


32 kbps 


Jam bands come in a!l shapes and 


r 




O Hard Progrtsttve Radio 


24 kbps 


Featuring such artists as Black Sa.. 






O Itsicf Radio 


24 kbps 


The most Classic Rock. FoNt A Co 


i 




O Modrrnday FolkUxv 


32 kbps 


Donovan &wtB Cunar ortemcd ro 






^ O Panic RadK) 


SSkbps 


ExceOem and frequently updated . 


I 


1 


O RKNA AuraJ Arcaru 


S6 kbps 


Mixing the tvelMmown with the tr 






! OTheMt 


S6 kbps 


Playing your favorites like Talking 






O Thppin' Radto 


24 kbps 


Tnppm' Rad« plays a cross secbo 




- 


O IMbrokcn Chain Radio 


24 kbps 


Focusing on the Grateful Dead, wi . 






► Classical 










► Country 






_ 




kJEclmic 











To enter another radio address: 

If you happen to know the web address of a streaming MP3 radio station that’s not 
in the iTlmes Radio Timer, you can manually enter it. 

1 . From the Advanced menu in the upper menu bar, choose “Open Stream. . . .” 

2. Enter the web address in the text field in the “Open Stream” window. 

3 . Click “OK” and be patient for a couple of minutes. 
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ilools Account 



iTools is a collection of online tools provided by ^ple that only Macintosh users 
can access. iTools includes: 

■ iCards: iCards are customized electronic postcard that use Apple’s 
high-quality, professional graphics, or you can use your own great photos. 
(People other than Mac users can send iCards, but you have to use a Mac 
and have an iTools account to create iCards that feature your own digital 
photos.) 

■ Emaib Apple provides a free email service and five megabytes of email 
server spxe. (But Apple is not an ISP; you need to have your own Internet 
Service Provider, as described on page 7 if you want to use Apple’s email 
service.) 

■ iDisk: With an iTools account you have twenty megabytes of free, personal 
storage space on Apple’s Internet servers which can be used to store web 
pages, photos, and movies; share large files with others; and use as a 
current source of Mac os software, software updates, and music files. 

■ HomePage: You can build a free, customizable web site using Apple’s 
web page templates. 

Although only Macintosh users can own an iTools account, you can send iCards 
and email to anyone on any computer, and all computer users can access the web 
site you create and share files from your web site. 

Everything in iTools is on the Internet, so you must connect to the Internet before 
you use any of these features. This is a time when a full-time broadband connection 
is the best thing to have (actually, it’s alwa)« best to have a broadband connection, 
if you’re lucky enough). 




19 ■ Create and Use an iTools Account 



Create an account 

To use iTools, you need to register and become a member, but it’s free and there 
are no obligations and you won’t get a bunch of junk mail just because you 
register. 



To create your iTools account: 

1. Log on to the Internet, open your browser, and go to www.apple.com. 
Single-click the “iTools” tab. 



2. On the iTools web page, click one of the iTools icons (iCards, Email, 
HomePage, or iDisk) to get to the “iTools Login” page, shown below. 

3. Click the “Sign Up” button to register and assign yourself a user name 
and a password. 

The user name will act as your iTools Email address and for your 
HomePage web site address. For example, if I designate "roadrat" 
as my user name, my email address will be roadrat@mac.com 
and my iTools HomePage web site address will be 

http://homepage.mac.com/roadrat. 



The iTools login screen 
lets you sign up for 
iTbols membership if 
you don ’/ have one yet 
(left side of web page), 
or you can log in with 
your existing member- 
ship name and password 
( Hght side of web page). 




Once you’ve registered, Apple will send an email to your new iTools email address 
confirming your registration (your Mail application automatically adds your 
Mac.com account and checks it for email), then you can start using iTools. The 
iTools web site (www.apple.com/itools) will walk you through each step of 
using each feature. 
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|f Homcf age 



The iTools tab opens this page. Click any of the 
icons (circled) at the top of the page to open an 
iTools log-in screen. 



After you've completed the registration process, 
you can start using any of iTools features. 
Click '"Start using iTools" to open the iTools 
web page (shown on the right). 



Check your Internet preferences 

Once you’ve got your iTools account, check your Internet preferences and make 
sure your member name and password are filled in; if not, enter that information. 

1 . From the Apple menu, choose “System Preferences. . . 

2. In the window that appears, click the “Internet” icon. You’ll see the pane 
shown below. 

3. After you’ve checked and entered any missing information, just Quit the 
System Preferences (Command Q). 



Internet 



Show AH sotifvd Network Startup Oiik Oispbyi 



Email 



Set up your iToolt account 

Enter your member name and passarord. This 
Information is used to access ITools, including 
your IDisk and your emait account. 



ITools Member Name; dearrobln 



Password: 



I If you signed up for an iTools 
i account when you first turned 
j on your Mac, this information is 
I already filled in for you, and your 
j Mail settmgs are set up as well. 



Need an account? 

Get the most out of the Internet with iTools. Click 
Stgn Up and start using iTools today. 
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Note: AOL users will 
not be able to see 
iCards! The card 
and your message 
turns into crummy 
oT text. Dang. 



iCards 

Anyone can send iCards to friends and family, even without an iTools account, but to 
send an iCard using your oum photo, you do need an iTools account. An iCard is 
simply an electronic postcard you can send to anyone on any computer. iCard is 
better than most e-postcards for two reasons: The quality of the graphics is superior, 
and iCards are sent straight to the recipient instead of requiring a visit to a web 
page to “pick up” a card. 

To send an iCard: 

1. Go to www.apple.com and click the iTools tab. 

2. Click the “iCards” button. You may have to log in with your 
member name and password if you haven’t already. 

3 . On the iCards web page, as shown below, click on a category. Then 
click on a specific iCard image to open a full-sized, editable version. 

4 . On the editable iCard web page that appears, write a message and 
select a font, then click the “Continue” button. 

5 . The next page previews your card and lets you address the card 
to as many recipients as you like. 

6. Click the “Send Your Card” button and your customized iCard is sent. 

7. A “Thank you” page opens, with the options of sending the same card 
to someone else or selecting a new card. 



liUifJt. fmphai ta wad frtt. 
tUarimu. to int 

froai «/«r 1 rf «*• 

#c«^4tot/riHa rau' D.i* 






Click this button to 




use photos you've 




put in your iDisk 




(as explained on 


M 


page 323) 




to make your 


'dr 


own customized 




greeting cards. 
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; ’ /& Sentiments Pmoneliftycntf M7 9ttr iCard 



} MAIN CATECOIIO j | MKnUfKn ^ SYMPATHY } 



iHopeyou enjoyed me 
Isunset. 



telKt a font for y«ur tCard. 

O This font is Comic Sons 
© This roNT is Copperpuatk 

O This font is Arial 
O This font is Marker Felt 












Type a short message here, select 
a fo7it, then click the "'CoiUinue'' 
button in the upper-right comer. 
Your message will appear next 
to the photo, as shown in the 
preview below. 




i OojhIy Sentiments Penonaltvjiour vtr^ own iCarJ 



UMt CATtCOlUrS ' SIKTlMi«m . SYMPATHY * 



1^^ Enter your infomutlon fwro: 
ftem*. I Robin 
Emtil: |robin#n1z.com 

§[ Send M copy to myMtf 



tarrcAAo j •: -AfsiCAtr. 

fUciptetit’s Email Addrmo: 

I 

Rac«p**«tt List: 



jttiger@hawaiian 



Q Hide distt^tioe let 



If you want to make changes to 
your message or change the font, 
click the "Edit Card” button. 

Enter your name and email 
address in the provided fields. 

Enter a recipients email address 
in the provided field, then click 
"Add Recipient.” 

Add as many recipients as you like, 
otie at a time, to the Recipient List, 
then click "Send Your Card.” 

Of course, you can always send 
that one card to just one special 
person. In that case, enter their 
email address in the first box, then 
click the "Send Your Card” button. 
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Email 

When you register for an iTools account, a new Mac.com email account is 
automatically set up for you in your Mail application. If you chose the option 
of announcing your new email address when you registered for iTools, you will 
receive a copy of that announcement. You’ll also receive a welcome message that 
confirms your account information. 

See the following chapter on Mail for all the details about your Mac.com account 
and how to use Mail to send and receive your email. It’s great. 



,eee 



INBOX on urUatz (2 unread) 



1 

The first item is a copy of 
the message that was sent to 
announce this new email address 
(see the opposite page). 

The second item is an email 
from Apple with confirmation of 
your new account. 



/ 






Cofflpoie Msilbox Ctl M 



ScAni) Mailbox 



^Subleet 



1 Jonatten Tollett 

2 Apple Computer inc. 






announcement from lonjtlen Tollett Today at 0);44PM 
Welcome to iToolil Today at 04 OJPM 






r(S) Personal Mailboxes 
jPiOutbox 
Drafts 

-trscnt Messages 



V^OurOatz 1 

SlKCOX (2 unread^ 



This is a Mac.com account. I 



Extra email features 



Click the iTools tab, 
then the “Email" 
link to get to 
this page. 



Although you have the j^plication Mail to do your daily emailing (see Chapter 20), 
the iTools Email web page provides a few extra features. You can use the links 
on this page to automatically “Forward your mail,” set up an “Auto Reply,” and 
“Check your email” (Webmail, explained on the following page). 

To get to the Email page shown below, go to the Apple web site, then click the 
iTools tab. On the iTools page click the “Email” link in the navigation bar beneath 
the iTools tab. 



e oe 
« p 






O Ownge Cmtil Stnings 
^ 1^ EQ 

= nxtora mm lud 



r ^ 1 



QukfcTtme^ Support P Mac OS X 



Emails 

Yoiii' prestigicKis Jnternei ackJirss. 



Check your email 

., jjfonnw ttttd? Ot* WdCnvH »» luy 

KH touc*>, whcwiici you or* 

S Forward your email 

K«v« «noirMir wrai “ 

Mac.com artM t> o Otnomfit 

Auto reply 









In the iTools Login page that opens, enter your 
password, then click the “Enter”button. You 
see the page shown to the left. 



Click one of the icons to 
go to a web page where you 
can activate that feature. 
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Check your email on the web 

Click the “Check your email” button (previous 
page) and you can check your Mac.com email 
from any computer, anywhere in the world. This 
feature is called Webmail because you can use 
the World Wide Web and a browser on anyone’s 
computer (Mac or PC) to check your mail instead 
of having to be at your own iMac. 

Log in with your iTools member name and pass- 
word to open a Webmail window that contains 
your Mac.com email messages. Check mail, send 
mail, and organize your mail. A shortcut to the 
login page is http://webmail.mac.com. 







RtfrcUi Horn* 






itooil 



iCards 



QuIckTlmt I Support 



(foadrat 



Mac-oxn 



Forward your email 

If you want to forward your messages to another 
email address, click the “Forward your email” 
link on the Email page to use the “Change 
Email Forwarding” form, shown on the right. 

Auto reply 

If you’re going away or under a deadline and 
won’t be checking your mail for a period of 
time, set up an automatic email response — 
when people send you a message, they will get 
an automatic reply telling them that you can’t 
answer their email for a while. 

Click the “Auto reply” link on the Email page 
to use the “Set auto reply” form (shown to 
the right). 

Keep in mind that messages automatically 
disappear from the Apple server after thirty 
days, so if you’re going to be unavailable 
for longer than that, you might want to also 
forward your messages to another account. 
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iDisk 

When you register and become an iTools member, you automatically get twenty 
megabytes of free storage space on Apple’s Internet servers. This server storage space 
is called iDisk. You can mount your iDisk so that it appears on your Desktop just 
like any other disk to which you have access, then drag and drop files and folders 
between iDisk and your computer. You can drag movies, photos, and documents 
to iDisk so they can be shared by other iTools members or used by HomePage in 
creating web pages. 




s 

road rat 

If this icon appears 
on your Desktop 
but you don '/ see a 
window, double- 
click this to open 
your iDisk window. 



Open your iDisk 

If you haven’t already connected to the Internet, do so now. Then from the Go 
menu at your Desktop, choose “iDisk,” or press Command Option I. 

If you've never logged on to your iTools account before, you might have to 
click the button “Open your iDisk” on the Apple web page that appears. After a 
few moments, an iDisk icon will appear on your Desktop, as shown to the left. (If 
you’ve used the Finder Preferences to prevent your disk icons from appearing on 
the Desktop, press Command Option C to open the Computer window, where you’ll 
find the iDisk icon.) 



If you've logged in to your iTools account before, then when you choose 
“iDisk” from the Go menu, a window opens that displays your iDisk, as shown on 
the opposite page. Amazing. Don’t get confused with these folders that are named 
exactly the same as the folders in your Home window (why do they do that?!). Keep 
track of the icon in the title bar — notice it has the magic iDisk crystal ball. 
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{Disk contents 

when you double-click the {Disk icon on your Desktop to open its window, you’re 
actually looking at files and folders that are on Apple’s server, which explains why 
there may be a delay opening the window (especially if you use a phone modem). 

Documents: Drag into this folder any kind of document that you want to 
store and make available to yourself over the Internet. This folder is private 
and only you have access to it. 

Music: Drag music files and playlists to this private iDisk folder so you can 
have access to it from anywhere over the Internet. 

Pictures: Drag photos, or folders of photos, that you plan to use in a 
Homepage web site into this iDisk Pictures folder so you’ll have access to 
them when you’re building the web page. 

Movies: Drag movies that you might use in a HomePage web site into this 
iDisk Movies folder so you’ll have access to them when you’re building the 
web page. 

Publia Other ilbols members can access files that you drag to your iDisk 
Public folder, if they have your ilbols member name. Or, you can open 
any other Public folder if you have another person’s iTools member name. 

Sites: The Sites folder stores any web pages that you’ve created using iTools 
HomePage. You can also store sites here created with any other web author- 
ing software. 

Software: The Software folder contains Apple software, as well as Mac OS X 
software that you can download by dragging files to your computer, and a 
folder named “Extras” that contains royalty-free music files you can use 
in your iMovies. The contents of this folder do not count against your iDisk 
storage space allotment. 



The example above 
shows an iDisk 
whose storage ^ace 
has been upgraded 
(increased; seepage 
328), so the status 
bar shows more 
space available 
(160.6MB) than 
your iDisk window 
may show. 



If you don’t have 
a high-speed 
connection, 
waiting for these 
files to load 
can be painful. 
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HomePage 

With HomePage you can easily create and publish a single web page, an entire 
web site, or several sites. Choose from a variety of great looking themes that 
are designed to display photo albums, QuickTime movies, r&um&, newsletters, 
invitations, and more. 

From the iTools web page, click the “HomePage” link to open the page shown 
below, from which you can build a single web page or a collection of pages. 

The “Pages” pane at the top of the window lists web pages you’ve created using 
the “Create a page” templates shown at the bottom of the window. To give your 
site a password, click the arrow button next to “Protect this site.” 



In this box, you ’ll see 
the list of pages you 've 
created with HomePage. 



If you 've created more than one web 
page, designate one to be the first 
page (the home page): Drag it to the 
top of this list. 



HomePage 

Help. 



Select a page in the list, 
then click the Minus button 
to remove it. 

To add a new page, 
click the Plus button. 

Click the Edit button to make 
changes to a selected page. 



HOIuCPSgE Pm your world on IIk uvh 



h V awmcpoge .niBc .corn *ondniU 



0 



I 

jiixpi 

iThsi Album 
BoodaFim 
Dog Bucuit Theitre 
14ac Movie 





Crute«|»g« 



a 



ProtoetthbsSa 

S^riiaouam yoir iMb end doocnanti tram uemviM 
vtsKorv posswenl ptDtBctiOn. 



© 



i ' Addcnothorite 

ScQ«iat» your peg«$ (lb groups Gf ictated intonutlton 
Kmptyandsflocevatyi 



0 



[ Ctiangobotfsptayotderofyourpagos&ydeagg^lhMTi 

up O’ down btb Pages CftTNi page at b* bp is ffw start pags 



Click each of these links to 
explore the categories of 
design themes and 
web page ideas. 




With this button you choose a navigation style 
and page for your site. If you use this option to 
create a navigation page, that page should be the 
first page of the web site. 
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Overview of the page-building process 

Click the Help button at the top-right comer of the web page to open the Help files, 
there are extensive instructions for working with HomePage. A brief step-by-step 
overview of the process to build and publish a web page is shown below just 
to show you how easy it is. 

1 . On the HomePage web page, choose a page category: Click one of the 
category tabs in the “Create a page” section. Then choose one 
of the thumbnail themes that appears on the right. 



Create a page 




M)en the "'Education ” 
button is selected (far left), 
this panel shows thumb- 
nails of the "Education " 
web page themes. 



2. When you select a thumbnail, 
a full-sized version of the page 
opens in your browser. If you like 
this theme design, click the “Edit” 
button in the top-right comer to 
open an editable version of 
this page. 

This preview version of the web 
page gives you a good idea 
what the final page will look like, 
mmus photos. 

If you want to choose another 
theme, click the "Themes" button. 

If this theme is satisfactory, click 
the "Edit" button. 




325 





19 ■ Create and Use an iTools Account 



Rp— A/r/e-size 
reminder: When you 
drag photos to the 
Pictures folder on your 
iDisk HomePage can 
access those photos 
to use on web pages. 

But make sure the 
images you place in 
the Pictures folder are 
a reasonable size — the 
smaller an image is, the 
faster it will download 
to a web browser. 
HomePage automatically 
creates small thumbnail 
versions of photos for 
most pages, but those 
thumbnaib usually link 
to the original full-sized 
photo that you put in 
the Pictures folder. 
If the original photos 
in the Pictures folder 
ore unnecessarily large, 
some of your web pages 
will be painfully slow to 
download and you'll 
fill up your allotted 
server storage space 
very quickly. 

Ideally, photos 
destined for a web 
page should be saved 
in a JPEG format, have 
a resolution of 72 ppi, 
and a maximum size of 
640 X 480 pixels. 



HomePage 




To place a photo or movie, 
click “Choose” to open the 
“Choose a file” window. 



3. Add images and text. 

HomePage accesses all photos and movies from three folders; 

To make images available for use in HomePage, log in to your iDisk 
(see page 322) and drag individual images or an entire folder of 
images from your hard disk to the Pictures folder on the iDisk. 

If you plan to use movies on your HomePage, drag QuickTime movies 
from your hard disk to the Movies folder on your iDisk. 

If you don’t have pictures of your own, you can select from those 
that Apple has provided in iDisk’s Library folder, available from 
the Library tab. You’ll see this tab when you click a “Choose” button 
to place a photo. 

To add images in designated areas, click the “Choose” button, then from 
the window provided, select a photo from your Pictures folder, a movie 
from your Movies folder, or something from Apple’s Library folder. 



Type your text into the various text fields. 




Place your welcome 
messape herel Get along. 



(Insert ted here 
Click Edit and 






insert ltd a 

here CUCk |D 

Edit and type 
a paragraph * 

Talk about « 



insert ted hire. Click 



paragraph. Talk 



Edit and type a 



about anything * 



paragraph Talk about 



anything you want 






SSSCESSC CSS9 (C3!3SiQC 'QQQSQQgCi G2E3 



HomePage hkunxmrpage 



ThMiM ? UH ' 
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4. Preview and publish your page: When you've edited the page to your 
satisfaction, click the “Preview" button at the top-right of the page to proof 
it, then click “Publish" to publish your page on Apple’s servers. 

When you’ve finished building your web page and published it, you’ll 
be presented with a “Congratulations" web page that shows your new 
HomePage web address and a link for sending an iCard announcement 
to family and friends. 



Homepage Con^atulatiom © 



Your page is r>ow on the web. 




^Click on the link below to vidt your new page: 


^ http://homepage.mac.com/roadrat 


The address that appears 
here is the address 
you give people so 
they can visit your 


^ Announce your page to 

\ BBS tangly and Mends by ^ 

t »sr- sendInoaniCard. ^ f Return to Homehige ^ 



site. It will always be 
homepage, mac. com/ 
username. 



If you use HomePage to create web 
pages that show QuickTime movies, 
you 'll drag your movies to the 
iDisk '‘Movies” folder. QuickTime 
movies, even short ones, are large. 

The 33-second QuickTime movie 
shown below takes 2.3 megabytes 
of storage space. If you want to 
have a large QuickTime movie on 
your HomePage web site, 
or lots of small ones, consider 
upgrading your allotted iDisk 
space (see the next page). 




e oe 


©Thai Album 







i rE.. SL. ^ ^ a£» 


fi S3 




1^1 


M<p;/AtoRi*^e9*jnMjoem/reMk’«t/PtioteAtiunhlml 






m 



JTyiOfld I JTfTP I Snowbalts I Thai Album I BoodaFun I DooBhcut Theatre | Christmai 



Photos from Thailand 






Soma shou from a trip to Thailand. October 2000. 



Qick cn a |»ctDfe to lee ■ isij^ vi 






The ftoating market 



This is an example of a web site full of movies and photos 
created with Apple's HomePage. 
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Click the ''Site 
Menu'' button to 
see thumbnails of 
design theme choices. 

Then click on a 
theme thumbnail 
to open an editable, 
full-size version 
of the selected 
navigation page. 

This navigation 
page uses the 
"Modem" theme, as 
shown above. Enter 
your customized 
text into the avail- 
able text fields afid 
use the small edit 
buttons on the right 
to add, delete, and 
move items on the 
template page. 



Create a main navigation page 

In the main HomePage window you see a “Site Menu” tab in the “Create a page” 
section, as shown below With this feature you can create an optional navigation 
page that will provide a graphic representation of all the pages in the site. 




HomePage hityottr tiorUi m tlkiweh 



HTTP 



ThmMxm 
Beo4i Fin 



Design theme thumbnails. 



If you choose not to create 
a "Site Menu" page, eveiy 
page of your site will still 
be accessible via text links 
at the top of every page, 
as shown 07 i this "Site 
Menu" page. 



Edit buttons. 



d C 0 


p 


^ I Sw'f f" ftiiH" tC*rd» ][ QukkTimt f 


Supcort I MkOSX ’ I? 


HomePage Mr B | 

ji 


S ® i 



Buy more iDisk space 

You can create multiple sites with HomePage, limited only by the amount of your 
iDisk storage space on Apple’s servers. You can purchase up to one gigab>1e of 
iDisk storage in addition to the twenty megabytes provided free with your iTools 
membership. To upgrade your iDisk, go to the iTools web page and click the “Get 
More Space” link. Or go to the iDisk page and click the “Upgrade now” button. 
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The Mac OS x application for email is called Mail. As you’d expect, Mail lets you 
write email m«^es, send messages, and recelt® messages. Beyond those basic 
functions. Mail has many useful tools for organizing, formatting, searching, and 
filtering email. 

The Address Book is a separate q>plication that works in conjunction with Mail. 
You can save your favorite email addresses, make a mailing to send a message to 
a number of people at once, enter an address in a new message with the click of 
the mouse, and more. 

, C J 1. tNSOX on Pcrscnil hUtJboxes (2 imreidi ' 



C T,/-: / 0 ^ @ ’ i 

frr.‘y f j .-. ■ Cofflooie Uxitbox CctMvJ AOdmi Search Mitibox 




O 2 Eanhiinic Bulletin Beard Manager EarthLink Weekly Email Newsicner Apr 29 01 

0 1 Earthlitik Inc. Good Move and Welcome to Eanhl May 2 06: 



0 New Message 

@ A y 

^ Aoach Address Perm Colors 
To: 
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Vlai/ 




Mail 



The basic things you will be doing in Mail are checking email messages, replying 
to messages, and composing new messages. On these next few pages are directions 
for how to do just that, but there is lots more your Mail program can do for you. You 
can create folders to organize your mail, create “rules” to filter incoming messages 
and automatically sort them into special folders, spell-check your compositions, 
search your mail, and add entries to your Address Book. 

But since you probably want to get started right away just using email, jump right 
in. You must have an Internet connection already set up, as explained in Chapters 1 
and/or 15, and you must have already set up your email account with Mac.com 
(or any other provider, as mentioned below). If you haven’t set up your Mac.com 
account yet, and you want one (you don’t have to have one), see Chapter 19. 

Advanced: If you have an email account with any other provider, you can set it 
up as an account in Mail so you can use Mail as your email “client”; see pages 
348-350. In fact, if you have several email accounts. Mail will check them all 
for you at the same time (even if they’re on different servers), and you can send 
messages from any account. Note: you cannot get your America Online mail 
through any other client except AOL. 




If you have a permanent connection, you can tell Mail to check for your mail every 
half hour or hour or every five minutes (see page 348 for details). When mail is 
received, the Mail icon in the Dock will display the number of messages that came 
in, as shown to the left. 
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The Viewer Window 

Mail opens up to the Viewer Window. It consists of a customizable “favorites” 
toolbar, a Status Bar, a Message List pane that lists all your messages in the mail- 
box, a Message pane that displays a selected message from the Message List, and 
the Mailboxes drawer which slides in and out of view from either side of the Viewer 
Window. Each of these is discussed in detail throughout this chapter. 




Toolbar, 
see page 340. 



INBOX on iTools:dearrob<n 



Personal Mailboxes 
b-@ratz.com 
► Shakespeare list 
▼ 4 iToolsidearrobJn 



SuDJtCl 



Delete Reply Reply All Forward Compose Mailbox Get Mall Address 



Search Mailbox 



Status Bar. 



SINBOX 



QTrash 

ijr Deleted Messages 
LI Drafts 

b-(jSent Messages 



Message List pane, 
seepage 332. 



I have just, this morning, bought the LITTL^ 
book on a computer that has ever reaily been 
my new iMAc for about two hours and looked i 
suggested, and now have shut the book for a < 
time. Normally you do what the book says to 
have the buttons they tell you to push. Pleast 
long way away, Adelaide South Australia. Ren 



)ok on OSX and It is the only 
help, I have sat in front of 
) each reference as she 
rffee and some brain relaxation 
nd that your machine does not 
thank her very much from a 
Simpson. 



Message pane; 
single-click a message 
above to view it here; 
double-click to open 
in a new window. 



End of Forwarded Message 



Resize the 
Message pane. 



Resize the 
entire tvindow. 



Mailboxes drawer, 
see page 344. 



I 44lmessx9es *■< 


• P If - From 


Subject 









Apr39 < 


30 Allan Adler 


Re: rsvp April S 


May 1 02.41 PM 


31 Screen Play 


Re; Clarifying use of 'SENTENCE* 


May 2 09 24 AM i 


•> 32 Ryan Williams 


Hey momi 


May 4 11:52 AM Z\ 


33 Tom Boyles 


Thanks 


Mays 12:21 PM vi 



Tip: Depending on your email 
provider, you may get lots of 
junk moil or not much. If you 
get lots and you don't wont 
to hove to actually open it to 
delete it, resize the Message 
pone so it doesn't show — drag 
the marker (drcled above) all 
the way to the bottom. Then 
you will be able to select all 
the email you don't wont and 
delete it without having to 
open it at all. To open the 
mail you do want to read, 
double-click it. 
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To check for and read messages: 

1. Connect to the Internet (if you’re not already connected). 

2. Click once on the Mail icon in the Dock to open Mail. 

3 . Click the “Get Mail” icon in the toolbar. 

Mail checks any “Accounts” you have already set up (to set up other 
accounts, see pages 348-350). Any account in the Mailboxes drawer 
that receives new email displays a notice next to the Inbox that indicates 
how many unread messages are in that Inbox. 

4 . Your messages will appear in the Message List pane (top). Single-click 
a message to display its contents in the Message pane (bottom). 




INBOX on (Tools iclearn 



Personal Mailboxes 
AOutbox 
£ Drafts 

‘if Sent Messages 
QTrash 

▼ * ITools:dearrobin 
i?ilNBOX (1 unread) 
QTrash 

tJI Deleted Messages 
iiJf Drafts 

^iiJSent Messages 



Subject 



Delete Reply Reply Ail Forward Compose Mailb(\ Get MaB 



Search Mailbox 



SuSje^ 



• F # From 



Fwd: FW: Robin Williams'boolc on OSX. 
Fwd: FW: This one's for Robin 
Trip to Borneo 



1 Nancy Davis 

2 Marjorie 

3 Carmen 



From: John Tollett <Jt(9rat2.com> 

Date: Sun May 12, 2002 04:32:06 PM US/Mountain 
To: Robin <dearrobln@mac.com> 

Sul^ect: Viking ship 



Hi Robin, 



I'm ready to make an iMovie using the video of the Scotland trip. Do you want to start the 
movie with the bagpipers, the torchlight procession, the Celtic drummers, the pub musicians, 
or the burning Viking ship? 



As explained on page 344, this is the 
Mailboxes drawer. You can see that my 
account has one unread message. 



Single-click a message in this list 
and it will apear in the lower pane, 
if the lower pane is open. Double- 
click a message in the list and it will 
open in its own, separate window. 
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To compose and send a message: 

1 . Click the “Compose” icon in Mail’s toolbar to open a “New Message” 
window (shown below). 

2. Type an email address in the “To” field. An email address always has the 
@ symbol and a “something.com” at the end (or it might be .org, .edu, 
.gov, etc.). It doesn’t matter if you type capital letters or lowercase. 

3. Type an email address in the “Cc” field if you want to send a copy to 
someone. (Cc stands for Carbon copy or Courtesy copy). 

To send the same message to more than one person, type all their 
email addresses, separated by commas, in either the To or the Cc field. 
(You can make a “group” address which contains lots of different names, 
then send to the entire group at once; see pages 354-355.) 

4. Type a message description in the “Subject” field. 

5. Type a message in the blank message area. 

6. Connect to the Internet if you’re not already connected. 

7. Click the “Send” icon in the “New Message” toolbar. 

Your copy of the sent message will be placed in the Mailboxes drawer, 
in “Personal Mailboxes,” in the “Sent” folder. 



/ 

Compose 



Send 



00 © 



Meet us in London! 



.C3 



^ M A 

Send Attach Address Fonts Colors Save As Draft 



To: ohFrogLady^aol.com 



Cc: chef^bookacook.com, dearlucas@aol.com 



Subject: Meet us in London! 



Hey kids. 

We're leaving on the 20th and will meet you at Piccadilly Circus for lunch on the 
21 St. by the fountain. 

And by the way, here's a photo of our new dog! 



love, Robin 
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M 




Reply 


Reply All 



To reply to the sender of a message: 

1. If the message is not already open, click on the message in the 
Viewer Window, then click the “Reply” button in the toolbar. 

2. A Message window opens which contains the original sender’s address 

in the “To” field, and the original message formatted as a quote as shown 
below. TYpe your reply above the quote, then click the “Send” button in 
the toolbar. 



©oe 



Re: Viking ship 



^ m ^ A ^ M ^ 

Send Reply to All Attach Fonts Colors Address Save As Draft 



Original sender, j 



Original sender's subject. 



■To: John Tollett <jl^rat 2 .com> 
Cc: 



> Subjea: Re: Viking ship 

Account: Robin VVlIliams <deaiTobrn#mac.com> ^ Signature ^ None 



3 



Your new message. 



Well, gosh, I would say the torchlight procession •• it was so dramaticll No, how about 
the Celtic drummers? No no, the JpftgpiRftr?,! No — the night in the pub with the 
traditional musicians was so spectacular. But then that burning Viking ship gave me 
chilis as if I'd drifted back to another time long ago . . . 



On Sunday, May 12, 2002, at 04:32 PM, John Tollett wrote: 



Robin, 



The original 
message so the 
recipient knows 
what you're 
talking about. 



I'm ready to make an iMovie using the video of the Scotland trip. Do you want to 
start the movie with the bagpipers, the torchlight procession, the Celtic drummers, 
the pub musicians, or the burning Viking ship? 



Aye, 

John 



To reply to ALL recipients of a message: 

Mail that you receive may have been sent to a number of people, either directly as 
a Carbon copy (Cc) (now called a Courtesy copy since no one knows what carbon 
paper is anymore), or secretly as a Blind carbon copy (Bcc). You can choose to 
reply to all recipients with one email (the reply will not include anyone in the 
Bcc list). 

1. If the message is not already open, select the message in the Viewer 
Window, then click the “Reply All” button in the toolbar. 

2 . Type your reply above the original quoted message, then click the “Send” 
button in the toolbar. 
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To forward a message you received to someone else: 

1 . If the message is not already open, select the message in the Viewer 
Window, then click the “Forward” button in the toolbar. 

2. Delete all of the extraneous email addresses — please don’t make your 
recipients scroll through a foot of forwarded junk! 

3. Type a personal comment above the original quoted message, then click 
the “Send” button in the toolbar. 



3 

Forward 



»e e Fwd: Viking ship O 

^ ^ M A S 

Send Attach Address Fonts Colors Save As Draft 
To: Pat Williams <ofroglady^i>aol.com> 

Cc: — — I 

Subject: Fwd: Viking ship i 

Account, f Robin WUliants <dearrobin3mac.com> Signature: f None ^ \ 

John's asking me this - think? f ■ 

I 

Begin forwarded message: f [ 



From: John Tollett <Jtfiiratz.com> 

Date: Sun May 12, 2002 04:32:06 PM US/Mountain 
To; Robin <dearTobin@mac.com> 

Subject: Viking ship 

HI Robin, 

I'm ready to make an iMovIe using the video of the Scotland trip. Do you want to 
start the movie with the bagpipers, the torchlight procession, the Celtic drummers, 
the pub musicians, or the burning Viking ship? 

Aye, 

John 




Tljis is my own message Vm 
addmg to the forwarded letter. 
T!)e dots under "'whaddya'' 
indicate a misspelled word. 



This is the message that 
will be forwarded — notice 
the bar down the side, and 
ifs in a different color. 



Tip: If you won't be able to 
answer your email for a whiter 
have a message automatically 
sent to every person who sends 
you email. This is called an 
"auto-responder" or "auto-reply." 
You con set this up on the iTools 
web page; see page 321. 



Tip: When you forward a 
message, PLEASE delete 
all of the extraneous 
email addresses — please 
don't moke your recipients 
scroll through a foot of 
forwarded junk! 
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More about composing messages 

When you click the Compose button to open a “New Message” window, the 
buttons in the “New Message” toolbar provide easy access to commands that are 
also in the menu bar at the top of your screen. The following describes what each 
button is about. 



Send 



To deliver a message: 

Click “Send” to deliver a message. The “Send” button remains gray until you enter 
an email address in the “To” field of a message. See the example of a message 
ready to send, below. 




Attach 



To attach a hie, like a photograph, to a message: 

To attach a file to your message, click the “Attach” button in the toolbar, or choose 
“Attach” from the Message menu. A dialog box opens so you can find the file you 
wish to attach. Find the file, select it, then click “Open.” (If you don’t know how to 
find files in this open dialog box, please see page 273.) 

Another way to attach a file to a message is to drag an icon from the Finder window 
and drop it in the “New Message” window: Go to the Desktop and either arrange 
an open Finder window to the side of your screen, or drag that file out of its folder 
and let it sit on the Desktop. Then when you are in Mail and writing your message, 
you can reach the file to drag it into the message window to attach it, as shown 
below. You can attach several files to one email message. 



eea 


Meet us in Undon! O . 


1 


A Q [S 


Send Auach Addreu 


Fonts Ceton Save At Draft 




To; ohFFOgLadyfit^aoLcom 


Cc cheflFbookacook.com, dearlucas9aoi.com 



Subject: ^ Meet us in London! 



HcykW*. 

WoYo l«(hring on tho 20th and wtti moot you at PtocadUty Circus tor lunch on Vno 
21«Lbyd»tounbtin. 







I put the photograph I want to send on the Desktop. 
Then I opened Mail and wrote my message. Now I 
can just drag the photo and drop it directly in the 
message, as shown above. 



€)> Q Q iweetusinUti^ O 

' ^ ^ m A Q i 

Artof tt: Foott Cotors SsvoAsPraft 
To; ohFroglKty^aol.com 

\ Cc chefiStbookacook.Gom, dear! ucas^ol. com 
Subject; Meet us In Londonl 
; Hoy kids. 

i We to loftving on tho 20th and will meet you «t Piccadilly Circus tor lunch on no 
2lsi.bylhfltoumaJn. > 

And by tho wiV' bore's a photo of our n«w dogt 




This is what the attachment looks like in the 
message area. The recipient can usually just 
double-click on the icon to open it, or drag 
it to their Desktop and then open it. 
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To remove an attachment from a message, drag across the icon (don’t click on 
it!) in the message window, then press the Delete key. 
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To save an unfinished message as a draft: 

Some messages may be difficult or time-consuming to write, or you might get 
interrupted. If you want to finish a message later, click “Save As Draft” in the 
toolbar, or press Command S. The message will be saved in the Drafts folder that’s 
located in your Mailboxes drawer, as shown below. 

To open the Draft (“restore” it) for editing, single-click the “Drafts” icon in the 
Mailboxes drawer, then double-click the desired draft in the message list (or choose 
“Restore From Draft” from the File menu). The draft will open in a “New Message” 
window for you to complete. 




Save As Draft 



It’s also a good idea to save a draft whenever you’re writing a lengthy letter just in 
case something h^pens and your computer goes down — otherwise you’ll lose the 
entire letter. Just press Command S regularly, as you would in any document. 



T® Personal Mailboxes 
Scybermcsa 
(ttoutbox 
LjOra^OctFii^ 
<ersent Messages 
OTrash 

I iJf Countess 

priNBOX 

i t^SidneyUst 

t T@ratz.com 
fitNBOX 

i Shakespeare list 

; T 1^ iToois:dearrobin 
StNBOX 
GTrash 

pF Deleted Messages 
t3fOfafts 
Sent Messages 



Drafts on Personal Mailboxes 



^ ..-M' 






/ ^ @ 'A 

Compose Mailbox Get Mail Address 



Search Mailbox 



‘ F- # to 

i 



; Subject 



Today at 07 40 PM 



©ee 



our winter vacation in Naxos 






^ M A ^ 

Send Attach Address Fonts Colors Save As Draft 



To: ohfrogiadv^ol.com 
Cc: 



Subjea: ^ our winter vacation In Naxos 



Account: f Rotrin WlBlams <MtUrtPmac.com> 



Signature: f None 



3 



Dear Mom, 

I wanted to tell you an about our tnp to N.9XQ? where I did a number of lovely 
of which 1$ attached. 

I 99SW finish this later! ij 



gf 









This is the draft. I pressed Command S so 
it will be saved into my Drafts folder. Later, 
I'll just open the Drafts folder (single-click 
it in my Drawer), then double-click the 
letter to open and finish it. 
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A 

Fonts 



Change the fonts in your messaget 

Choose the “Fonts” button in the toolbar to open the Fonts palette. Select text in 
the “New Message” window (always select the text first!), then select a font family, 
typeface (regular, bold, italic), and size. The text in the “New Message” window 
will show style changes as you make them. 



If you can’t apply 
formatting to the 
selected text, perhaps 
your mail is set up 
as "Plain Text!’ Go 
to the Format menu 
and change it to 
"Rich Text Format. ’’ 




Account: f Jc^n Tctiett <jtgrat2.com> ' Signature: f None ~ 



Hi Josh. 

Nothing special happening here other than hoping you’re having a 

Happy Birthday! 

Maybe the next day or so you'll get something in the mail, (ike a 



or something. 



Meanwhile, take care and have fun. But not 



Love. 

Yo Daddy 





i o o; e 


Font 








I Family 


T^eface 


Sizes 






|IHerculanum 
Kiragino Kaku Gothic F 
: Kiragino Kaku Gothic S 
: Kiragino Maru Gothic F 
Kiragino Mincho Pro 


Regular 

\ JBold 

^ - 


H 12 ^ 


Choose a type style. 




“to 


Click a font name to 
apply it to selected text. \ 


n Hoefler Text 
Impact 

:! Apple UGothic 
iUicida Grande 


U' 

; A p 

iY i 


: 1 “ D 

s i; i-* FT 
■ 18 i 


Choose a type size. 




f Extras... fVj 


i 





This is the same Font Panel that TextEdit and 
other Mac os x applications use. 
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Change the color of text in the message: 

Choose the “Colors” button in the toolbar to open the Colors palette. The “color 
wheel” button, as shown circled below, is selected (if not, click once on it). 

■ Select text in a message (just like anywhere else, you must select the text 
before you can apply any formatting to it), then select a color by clicking 
or dragging the cursor in the Color palette’s color wheel. As you move the 
cursor around the color wheel, the color swatch in the bottom-left corner 
changes. 

■ When you’ve found a hue of color you like, click the “Apply” button 
to apply the color to the selected text in the message. 

■ You can also adjust the value (the lightness or darkness) of the selected 
color by sliding the vertical slider next to the color wheel. 

■ To save the color for later use, drag the color from the large swatch to 
one of the wells in the small color swatch collection, located to the right 
of the magnifying glass. 

■ Click the magnifying glass to use it as a color picker. Move the magnifying 
glass anywhere on your screen, then click when the crosshairs of the glass 
are on top of a color you want to select. 



Q 

Colors 




Drag this slider dowji to 
make the color darker. 



Drag this dot around (or click) 
to change colors). 



Click ''Apply ” when you Pe created 
the color you want. 
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Customize the Favorites toolbar 

The buttons in the favorites toolbar are duplicates of some of the commands 
that are also available in the menu bar across the top of the screen. You can 
customize this toolbar just like you customize the one in the Finder window. 

To add additional tool buttons to the favorites toolbar, go to the View menu 
and choose “Customize Toolbar. ...” A pane of buttons J^pears that represent vari- 
ous functions, as shown below. Drag any of these buttons to the favorites toolbar 
for easy access. 

To remove a button from the toolbar, Command-drag it off the bar. 

To rearrange a button. Command-drag it to another position. 



0:0 e 



Command-click this button at any time to switch the 
toolbar between icons, icons with text, or just text. 

Sent Messages on P«rfonat Mailboxes C 



© # * S / # a 33 : message text 

Odete Reply Reply At! Forward Compose Mailbox CetMati Search Mailbox 



S 



ii 

it 

SI 



To restore the toolbar to 
the way it was when you 
first opened Mail, click 
anywhere in this bar. 



Drag your favorite Item into the toolbar^ 



Detete 


Reply 


Reply All 


Fotw^ 


■ -m- ■ 


/ 


0 




Redirect 


Compose 


Mailbox 


Get Mali 


if— vt 


m- \ 




■ 0 ' ■ ■ 


Print 


Bounce To Sender 


Show Headers 


Mark Read 








M 


Flag 


Co Online 


Co Offline 


Add To Address Book 


@ 


! Q. Subject 




Address 


Search Mailbox 


Smaller 


A* 








Bigger 


Customize 


Separator 


Space 


Flexible Space 








.or choose the default set 






r © (H S 


S / 


# tiS 




Delete Reply Re^All 


Forward Compose 


Mailbox Get Mail 


Search Mailbox 



Show: Icon & Text 



Click Done when you're finished 
to put this pane away. 
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Search through your mailboxes 

Most of the buttons in the favorites toolbar are self-explanatory, except 
the Search Mailbox button. You can search mailboxes based on the 
content of email headers (To, From, etc.), or based on the content of 
the body of a message. 

1. In the Mailboxes drawer, select a mailbox to search. 

2. Click on the magnifying-glass pop-down menu in the toolbar. 

3 . Choose the type of content on which to base the search: 

■ “Entire message text” searches the content of the message body. 

■ “To,” “From,” or “Subject” searches the content of a header. 

4. Type one or more words in the text field on the right side of the menu. 

5 . As you type, the Message List pane will display only the files that contain 
the text you’re entering. If multiple messages qualify for the search, the 
“Rank” column displays a relevance control that indicates the relative 
ranking of search results. A message with a longer bar in the “Rank” 
column is more relevant to the search criteria. 







i^itirc ir cs r.aru' 

message text 
Subject 
To 
From 

Yesterday at 04:20PM 



Inn 



Bounce To Sender is meant to discourage unwanted emaib Select an unwanted 
message in the List pane, then from the Message menu (across the top of the 
screen), choose “Bounce To Sender.” The sender will receive a reply that says your 
email address is invalid and that the message was not delivered. The unwanted 
message is moved to your “Deleted Messages” folder. The recipient cannot tell if 
the message has been read. Unfortunately, this does not work for most spam (junk 
email) because spam return addresses are usually invalid (to prevent spammers 
from being spammed). 

Redirect is similar to “Forward,” except it doesn’t look like it was forwarded. 
Your return address is not in the message body, and the text is not formatted as a 
quote. Redirected mail shows the original sender’s name in the “From” column 
instead of yours, and shows the time the message was originally composed in the 
“Date & Time” column of Mail’s Viewer Window. When you redirect mail, your 
name remains in the “To” header at the top of the message so the new recipient 
will know that you received the message and that you redirected it. 




Bounce To Sender 




Redirect 
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A guide to the Message List pane 

The Message List pane displays a list of all messages in the currently selected 
Mailbox. The list is divided into several columns. The Message List pane provides 
different views of a list, depending on which column is selected. 



The columns of information 

The column headings are all explained on these pages. Besides the default head- 
ings that appear, you can choose to show two additional columns. 



From the View menu, choose: 

■ “Show Contents Column” to show email attachments. 



An attachment is a 
file, separate from 
an email message, 
that you can "attach" 
and send along with 
an email. 



■ “Show Message Sizes” to show email file sizes, including attachments, 
in a column. If you don’t know who a message is from, it’s a good idea 
not to open the attachment. 

Also from the the View menu, you can choose to hide the Number, Contents, Flags, 
and Sizes columns. 



To change the column widths, position the pointer over the gray dividing line 
in the column headings, then press-and-drag the column left or right. 

To rearrange the list according to the column heading, just click the heading at 
the top of a column. The blue column heading is the one that items are currently 
arranged by. 



These are the 
column headings. 
Click a heading to 
sort the messages 
by that column. 



The first 
column is the 
Message Status 
column, as 
explained on the 
following page. 



'reo INBOX on ratz.cpm (1 unread) CD i 



^ ^ ^ message text 1 

Delete Reply Rotiiy AH Fbfwaftj Compose Mailbox Get Mail Search Mailbox ^ 


^ D messages 




*) 

[L 


1 John Tolleit Fwd: Hotels Today at 12:09PM 

2 James Tollett From Starkville Yesterday at 07:48PM 

3 MWB Antiques Re: Hotels Yesterday at 09:36AM 

4 UrIRatz Pumpkin Chunkin’ contest Oct 20 12:23AM 

5 ^ Apple Developer Connection ADC News #274 Oct 19 03:03PM 










A 





342 





20 ■ (e)Mail and Address Book 



A guide to the icons in the Message Status column 

The Message Status column (•) uses different icons to indicate if you’ve read 
the message, replied to it, forwarded it, or redirected it. These icons are applied 
automatically when one of those actions takes place. In addition, you can manu- 
ally mark an email that you’ve already read as “unread.” You can use this as a 
reminder to go back and read a message more carefully, or to make a message 
stand out in the list: Select a message or multiple messages, then from the Message 
menu, select “Mark As Unread.” 

Click the column heading to group similar Categories, such as unread or returned 
messages, together in the list. Click again in the column heading to reverse the 
order of the list. 

Message Status Icons give visual clues to the status of messages. 

0 Blue orb: Message has not been read. 

^ Curved arrow: Message was replied to. 

Right arrow: Message was forwarded, 
f Segmented arrow: Message was redirected. 

Number column: In a series of email exchanges, it may be useful to know 
in what order messages were received. The Number column keeps track of 
the order for you. Click the # symbol in the column heading to arrange 
messages by order. Click again in the column heading to reverse the order of 
the list. 

Flags column: Mark a message as “flagged” when you want it to stand out 
in the list, or if you want to temporarily tag a group of related messages. 

To search for flagged files in a list, click the “Flag” column heading; ail 
flagged messages will move to the top of the list. Click the heading again to 
reverse the order and put flagged messages at the bottom of the list. 

Subject column: This column shows the text that the sender typed into the 
Subject header of their email message. Click the heading of the column to 
show the subjects in alphabetical order; click again to reverse the order of 
the list. 

Date & Time column: This column displays the date and time you received 
a message. Click the heading of the column to show messages in the time 
sequence they were received; click again to reverse the order of the list. 
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Using the Mailboxes drawer 

The Mailboxes drawer slides out from either side of the Viewer Window, depend- 
ing on how much screen space is available to the left or right. 

Besides the Mailboxes that appear automatically when you create new accounts, 
you can manually create new Mailboxes at any time to customize the storage and 
management of your email accounts (page 347). 

To open (or close) the Mailboxes drawer, single-click the Mailbox button in 
the toolbar. Or drag the edge of the drawer. Or go to the View menu and choose 
“Show Mailboxes.” 




The Personal Mailboxes section holds the Outbox, Trash, Drafts, 
and Sent Messages folders for all of your non-Mac.com accounts, 
as well as folders you 've created for storing files. 



▼ ©Personal Mailboxes 

fflcybermesa 
©Outbox 
D Drafts (1 draft) 
HZfSent Messages 
0 Trash 
pi Countess 
E? INBOX 
£9 Sidney List 

▼ ©ratz.com 

©INBOX (6 unread) 

▼ #! Shakespeare list 

©INBOX 

0Trash 

▼ ♦' ITools:dearrobin 

©INBOX 

0Trash 

1(3^ Deleted Messages 
pf Drafts 

► iJSent Messages 



20 Hope Ostheimer Fwd; Thanx - pixel width Apr 21 02:11 PM 

21 Alison Lister Your book, your bio Apr 21 03:47 PM 

22 SwamiC^aol.com OS X book Apr 21 08:02 PM 

23 Atix Christian any workshops? Apr 23 09:02 AM 

24 MackieMaci^aoLcom Re: hey darlin* Apr 26 04:10 PM 

2 5 Ryan Williams Re: monday evening Apr 27 05:56 AM 

26 Will Saso Adobe Converts Entire OpenType Library Apr 29 01:21 PM 

27 Dugger. Billy L Cot the Book Apr30 08:S6AM 

28 Wong, Michael RE: user group presentation? Apr 30 11:52 AM 

29 Marjorie Baer FW: Robin Willlams'book on OSX. Apr 30 07:48 PM 

31 Screenplay Re: Clarifying use ofSENTENCE" May 2 09.24 AM 

32 Ryan Williams Hey moml May 4 11:S2 AM 

33 Tom Boyles Thanks May S 12:21 PM 

34 Hope Ostheimer Fwd: Re: Robin Williams's ’Mac Is Not a Typewfitef” May 6 08:21 AM 

35 Denise Kusel Tickets 

36 Clint Barlow Hello from Charlotte 

3 7 Screen Play The Third Man" 

38 Screen Play Short 'PS* on "3RD MAN" 

41 John Toliett Fwd: kudos! 



Yesterday at 11:24 PM 



You can see here that Mail is checking two different Mac.com 
accounts (the apple icons), as well as an account forwarded 
from my web site at ratz.com (the @ icon), plus my ISP 
account (cybermesa, under 'Personal Mailboxes”). 

I created a number of folders (mailboxes) and told Mail to 
send certain messages into those mailboxes (use the Account 
Options pane in the Accounts preferences). For instance, 

I am on the Sidney Family/Edmund Spencer email list, 
and that email goes directly into the "Sidney List” mailbox. 



, ®0© 






Lcom (6 unread) 


: 'O 


0 M 


S' 


m /( 0 


M 


1 Subject 


1 Delete Reply 


Reply AH 


Forward Compol^ Mailbox 


Mtx Mail Address 


Search Mailbox 


I* F^-#From - 






— — — 
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Send mail from a different Mailbox account 

If you only have one account, skip the next couple of paragraphs. 



Some people, like me and my partner John, get email at several different addresses, 
each coming from a different server. You might have an account from your ISP, 
one from your own web site, one at work, and an iTools account as well. Mail can 
check all of your email accounts at once, once you set them up. When you 
answer mail, you can choose to have it answered from any one of your accounts, 
no matter to which account the original message was mailed. 



To set up your other 
account so Mail 
can check them all, 
see pages 348-350. 



If you have more than one account in the Mailboxes drawer, the “New Message” 
window provides a pop-up “Account” menu that contains the names of all accounts 
you’ve created. From the pop-up menu, choose the account that you want the 
mess^esent^ow. 

To change the default account in Mail, drag another account to the top of the 
list in the Mailboxes drawer (below Personal Mailboxes). 



I Q Q 0 New Message Q 



^ A Q S 1 

Send Attach Fonts Colors Save As Draft Address 




T«( 


~ 1 




Cc 








1 , 










Accouft )ohn Totitn ^9rotz.cotn> P 


Stflruuire: I None ; 




j loadrat <roidrartFniac.com> 
UrI Hitt <uri_rau9mac.com> 






^ J 








This is John 's Mail. If he received an email to 
his ratz.com account, he could answer it with a 
return address from any of his other accounts. 



What do the little circular icons mean? 

Accounts in the Mailboxes drawer are marked with either a blue @ icon or a red 
Apple icon. 

@ Email in accounts marked with the blue @ symbol is actually being 
stored on your computer’s hard disk. 

Email in accounts marked with the i^ple icon are not on your computer. 
They are on an ^ple IMAP server far away, but you can view them and 
manipulate them. There’s important information about storing your 
mail on Apple’s IMAP server on the following two pages. 



server: A big computer 
that is not the one 
you're sitting at. 
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Email from a POP 
account is stored on 
your hard disk. 



Email from an 
IMAP account is 
stored on a remote 
server (not your 
hard disk). 

America Online 
uses an imap server. 
That's why you can 
choose whether or 
not to download 
a file, and your 
email disappears 
automatically after 
thirty days whether 
you like it or not. 



IMAP vs. POP 

Apple’s Mail program can handle two types of incoming mail “protocol”; IMAP 
and POP (or POP3, to be specific). A protocol is a particular set of standards or 
rules having to do with communications between computers. 

POPS (Post Office Protocol 3) is a protocol in which the server automatically 
downloads the mail to your computer when you check mail, then deletes the mail 
from the server. With POP you cannot read mail until it has been downloaded to 
your computer. POP works best for users who always use one computer on which 
email files are stored and managed. 

You can choose to leave your mail on the pop server after it has been downloaded 
to your iMac (see page 350; use the Account Options pane), but it’s not a good 
idea — it will make your service provider mad to have all of your email clogging 
up space on their server, plus your mailbox will eventually get full and won’t ac- 
cept new mail. 

IMAP (Internet Message Access Protocol) is a protocol that receives and holds email 
on a server for a certain amount of time, typically thirty days. IMAP allows you to 
view email before deciding whether or not to download it to your computer. 

One advantage of IMAP is that you can manage your email fiom multiple computers 
because the email files are kept on the IMAP server for storage and manipulation. 
This means if you check your mail on one computer while you’re away from 
home, say in Glasgow, you can come home and check your mail and get the same 
messages at home that you read in Glasgow. 

Another advantage is that you can choose not to download email that has large 
attachments, or email from people you don’t want to hear from. You can wait 
until it’s convenient, until you know who an attachment is from, or you can just 
delete unwanted or unsolicited email and attachments before they ever get to 
your computer. 

When you sign up for a free Mac.com email service through iTools, you’re 
assigned a five-megabyte mailbox on ^ple’s imap mail server. All messages within 
an account, even deleted messages, are stored on Apple’s server for one month 
by default, unless you designate a different length of time. If you get more than 
five megabytes of mail and attachments, people will not be able to send you any 
more email at that account until you clear it out. 
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To choose how long your deleted Mac.com email remains stored on i^ple’s IMAP 
server before it’s totally erased: 

1 . From the Mail menu, choose “Preferences. . . 

2. Click the “Viewing” button in the favorites toolbar. 

3 . In the pop-up menu “Erase deleted mail when,” you have the options of 
“Never,” “One day old,” “One week old,” “One month old,” and 
“Quitting Mail.” 

If you choose to “Never” erase deleted mail, you’ll eventually fill up your five- 
megabyte allocation on the server and you won’t be able to receive new mail. To 
avoid this, copy important mail to your computer as explained below. 

If you choose any of the other options for erasing deleted mail, plenty of IMAP server 
space will remain available, but you still won’t have a permanent copy of your 
email unless you create a new Mailbox on your computer and copy the email 
that you want to keep into that Mailbox. 

Create a new mailbox for permanently storing 
selected email messages: 

1 . Open the Mailboxes drawer (click the Mailbox button). 

2. Click the “Personal Mailboxes” folder to select it so your new Mailbox 
will be created within the Personal Mailboxes folder. You want to create 
the new “local” Mailbox (which is really a folder) inside the Personal 
Mailboxes folder because messages and folders stored here will be on your 
Mac’s hard drive, not on the Apple server. 

3 . From the “Mailbox” menu, choose “New Mailbox . . . .” 

4 . IVpe a name in the “New Mailbox name” field, then click OK. 

5 . In the Viewer Window, select the emails you want to keep and drag them 
to your new, local Mailbox. 

Notice that the messages you just moved to your new, local Mailbox have 
disappeared from the Inbox they were in. 

Select any remaining, unwanted messages that remain in the IMAP Inbox and click 
the “Delete” button in the toolbar. The deleted messages will remain on Apple’s 
server for the length of time you specified in Mail Preferences (above), unless you 
remove them manually. 



Tip: You can also 
drag an entire 
mailbox from an 
IMAP account in the 
Mailboxes drawer to 
"Personal Mailboxes. " 
This will make a copy 
of the mailbox and 
its contents on your 
computer. 



“Local” means it is 
on your hard disk, 
as opposed to 
"remote, ” which 
means it is on some- 
one else’s hard disk, 
usually far away. 



Tip: To permanently 
delete messages, 
from the Mailbox 
menu, choose 
"Empty Deleted 
Messages." 

The Mailbox menu 
may show 
"Compact Trash," 
"Empty Deleted 
Items," or "Empty 
Trash, " depending on 
how you set up Mail. 
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Accounts 



Set up a new account 

Use Mail Preferences to create new mail accounts, edit existing accounts, and 
to customize Mail’s behavior. 

To open Preferences and get the Accounts pane: 

1 . From the Mail menu, choose “Preferences. . . .” 



2. The “Mail Preferences” toolbar shows six buttons representing different 
Categories of preferences. Click Accounts. 

The Description list shows all the email accounts you’ve created. 

To create a new account, see the opposite page. 

To edit the preferences of an existing account, select the account in 
the list, then click “Edit” to show the “Account Preferences” sheet 
(or double-click the account name). See the following pages for a 
description of the “Account Preferences” pane. 

To remove an account from the list, select it, then click “Remove.” 



© . 0 Mall Preferences 


\^Accounts^ 


i4> 66*1 / 

Fonts & Colors Viewing Composing 


A 

Signatures 


Rules 


You can create an account for each email address you use. 


DesalpUon 


( Create Account } j 


^iToolsrroadrat 

|..|urLratz 


f Edit 


ZD 1 


( Remove 


13 


Check accounts for new mail: [ Every 15 minutes 


m 




Play sound when new mail arrives; ! None 


m 


r 



Check accounts for new mail: Set how often you want to check for new 
mail. This only works if Mail is open (if the triangle is under its icon in 
the Dock). If you don’t have a full-time, always-on connection to the 
Internet (such as DSL or cable modem), you’ll probably want to select 
the “Manually” option to avoid having your modem dialing and trying 
to connect when you least expect it. 

Play sound when new mail arrives: Choose various sound alerts when 
email appears, or “None.” 



348 





20 ■ (e)Mail and Address Book 



Create Account: You may have more than one email account in your life. For 
instance, you might have one that is strictly for business, one for friends and fam- 
ily, one for your lover, and one for your research. Mail can manage them all for 
you — just add new email accounts to the Mailboxes drawer. 

1 . From the Mail menu, choose “Preferences. . . .” 

2. Click “Accounts” in the toolbar, then click “Create Account.” 

3. You should see the “Account Information” pane; if not, click the tab. 



■ ■ 1 '" O 






-"-'Ni 

Accoum Type: 

Oescriptionj 
i Email Address: 

Full Nanve: 


^ Mac.com Account 

r 


' 1 WViiii 

tximnlc. tttxtSnMtxotn 
^ SUV* 


Host name: 
User name- 
j Password; 


mait.mac.com 


: fiUfliirit.' iirr* 


j SMTP Host: 


smtp.mac.com 


1 Itioxir'- iims.trQt.coin 




Q Use authentication when sending mail ' 


SMTP User; 
1 SMTP Password: 










Mail cannot get 
your AOL email. 

Nothing can get AOL 
email except AOL 
(although you can 
use any browser 
anywhere in the 
world and go to 
www.aoLcom to 
get your mail). 



Tip: If you're setting up another 
account type, the mail service provider 
can tell you what name to use. Tell 
them you need to know the "incoming" 
moil server name, abo known as the 
"POP address, " (It's probably something 
like "moil.domainname,com," where 
"domainname" is the name in your 
email address, such as mail.ratz,com) 



4. Choose an Account Type from the pop-up menu. 

Choose “Mac.com Account” if you’re setting up an email account 
that you created using the Apple iTools web site. 

If you’re setting up an account that comes from some other service 
provider, they can tell you if they use POP, IMAP, or UNIX (it’s most 
likely POP). 

5. In the Description field, type a name that will identify the 
account in the Mailboxes drawer. You can name it anything, 
such as “Lover Boy” or “Research Mailing List.” 

6. If you’re setting up a Mac.com address, the Email Address field 
will be automatically filled in with your Mac.com email address. 

7. Host name is the “incoming” email server name. If your account 
type is “Mac.com Account,” the host name will automatically be 
filled in with “mail.Mac.com.” 

— continued 
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8. If you’re setting up a Mac.com account, User name and Password are 
the same ones you chose when you signed up for a Mac.com account 
through Apple’s iTools web site. You should have seen a web page verify- 
ing this information. 

If you’re setting up a POP or UNIX account, your user ID and password may 
have been assigned by your provider, or they may have been chosen by 
you. These are not necessarily the same user ID and password that you 
me to access your email. If necessary, ask your provider for the user ID 
and password information. 

9. SMTP Host refers to the “outgoing” email server address; this is alwa}« 
your ISP. 

Mac.com is not an ISP (see page 18). For instance, I have several email 
accounts, but I pay Cybermesa in Santa Fe for my Internet connection; 
Cybermesa is my ISP. My SMTP host is maU.cybermesa.com. If your 
ISP is ATTBI, your SMTP host is probably mail.attbi.com. Earthlink 
is pop.earthl1nk.net. 

10. The SMTP User and SMTP Password fields are disabled unless you’ve 
checked the option “Use authentication when sending mail.” As a deter- 
rent to spam (unsolicited email, usually junk mail), this option instructs 
the mail server to verify your identity and password as someone who has 
permission to send outgoing mail through the server. The SMTP User ID 
and the SMTP Password for a Mac.com account would be the same as the 
Host User name and Password above. Apple’s IMAP email server recognizes 
SMTP authentication, but not all servers do. 

If you’re setting up an account other than Mac.com, ask your service 
provider if they support this feature. Or just leave it unchecked. 

The Account Options tab lets you customize more settings, depending on whether 
you’re creating an IMAP account (such as a Mac.com account) or a pop account 
(most others). The useful options are self-explanatory; just ignore anything that 
doesn’t make sense. 
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AJJrcJJ book 

The Address Book works both independently and in conjunction with Mail to 
create Address Cards that store contact information for individuals or groups. 

When MaU is open, you can automatically create an Address Book entry for anyone Address Book 
who sent mail to you. '^^nAddress Book is open you can automatically address 
email to an individual or group. You can search the Address Book by name, email 
address, or by a user-defined Category. 

If an address can be found in Address Book, the complete address is automatically 
filled in for you when you start to type it in the “To" field of a message header. 

The Address Book window consists of the Toolbar, Search bar and Show menu. 

Address Card pane, and the vCard at the bottom of the window. 




Show menu. 

Instead of 
displaying every 
card in your 
entire list, show 
(and search in) 
just the ones 
in a certain 
Category. 



eoe 



Address Book 



A 'i ® 



New Edit Delete Send M<il Ctrd 



■ Show: : All 



-JB 



Search: 



Email 

11 Peachpit 
X urLraizd^mac.com 
X roadrat;i&mac.com 
X robln^ratz.com 






Peachpit group 
UrI fUtz 

roadratd>mac.com 
roblni?»ratz.com 
X ltWasM4rvvltMarySldnev.com Mary Sidney ^ 

:yL 

X brandloglc(SPearthilnk.net Cary Whitlock 
X robln^ratz.com Robin Williams 

John Tollett 

if. NM 



Work: S5S-8668 






Toolbar. 



Search bar. 



Address Card pane. 

This shows your list of addresses 
of friends and relations. 

See page 353 on how to create 
Address Cards, Use the View 
menu to add or delete columns. 



vCard display. 

A vCard is a virtual business 
card; see page 359^ 
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Address Book 



To open Address Book, do one of the following: 

■ If Mail is open, go to the Window menu and choose “Address Book,” 
or press Command Option A. 

■ If Mail is open and you see a “vCard” in a message, single-click 
on the blue underlined name of the vCard. 



■ If Mail is not open, go to the Applications window (click on the 
Applications icon in any Finder window), then double-click on 
the Address Book icon. 

■ If you use Address Book regularly or want it accessible even when 
Mail is not open, add its icon to the Dock. 




The Address Card pane lists the Address Cards according to the group you’ve 
chosen in the “Show” pop-up menu, as well as the “Available Fields” (or columns 
of information) you’ve chosen from the View menu in the main menu bar. 

The Show menu lists different Categories that you can sort your addresses into, 
such as Home, Work, Buddy, Group. An address can be in more than one Category. 
A group list is automatically placed in the Group Category. 

To sort the Address Cards by the column heading, click on a column heading. 
To reverse the order, click the small triangle in the heading. 

To rearrange the position of columns, drag a column heading left or right 
to a new position. 
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Add an Address Card to Address Book 

An Address Card contains the email address of your contact person, plus you 
can add lots of other information to the card, such as phone and fax numbers, 
birthdates, names of their children, and more. To add a card, first open Address 
Book in any of the ways mentioned on the opposite page, then; 



■ To automatically create an Address Card for someone who sent 
email to you, select their email message in the Message List window 
(in Mail). Then press Command Y or choose “Add Sender To Address 
Book” from the Message menu. 

■ In the Address Book, go to the File menu and choose “New,” or click 
the “New” button in the toolbar to open an “untitled Address Card.” 
Enter the appropriate information and click “Save.” 

■ Or If someone sent you a vCard (virtual business card, explained on 
page 359), drag it from their email message to the Address Book window, 
as shown below. 



Tip: If you plan to use 
FAXstf to send faxes 
from your iMac, be 
sure to fill the 
fax number in the 
Address Card here 
because FAXstf uses it. 



New Metsafle 



.O 



^ A ^ \h 

Atuch Fom> CoUi 0 Q Q 

To: 

Cc: ‘ 

Subjea: 



Address Book 



CD " 



New Edit Delete Send Mail Card 



Show: All 



Account; >ohn Tollett 3 



Hi Dave. 



IVe attached a vCardth^ X roadrai^mac.com 
X robifK0>rata.com 

X 

X brandiogJl^arthlink.nei 
X robin9r».com 



Email me a list of your 
soon as possible. 




Peachpit group 

roadrat^mac.com 

robin4iBTaU.com 

Cary Whitlock 
Robin Williams 






John Tollett 

f Same Fe. NM 8750S 
\ USA 


m\ 


; Work. 555-8668 


j 

1 



nis is a vCard in an email message. Drag it 
into the list of the Address Book and drop it 
anywhere in that pane. 
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Create a Group (a private mailing list) 

A Group, or private mailing list, in Address Book is a sub-collection of your email 
addresses so you can send a message to everyone in that Group at once. You might 
have a Group for your family, a different Group for your fellow office workers, and 
a Group for your rugby team or chess team. The same address can be in more 
than one Group. 

To create a new Group, do one of the following: 

■ From the File menu in the Address Book, choose “New Group.” 

■ Or, if you’ve customized the toolbar (as explained on page 360 ) 
to include the “New Group” button, click it. 

■ Or Command-click to select multiple cards in the Address Card List, 
then from the File menu, choose “New Group From Selection.” 

Each method opens an “untitled Address Card” window designed to include a 
Group of email addresses and assign a Group name, as shown below. 

Enter a Group name and description, then click the Categories... button and 
select one or more Categories (if you like — it’s not critical). A Group list is auto- 
matically placed in the Group Category as well as any other you select. See page 
358 for details about Categories. 

e oe Peachpit group 

Group Name; Peachpit group 
I Description: key contaas for project 

! ^ Categories... ^ New project 

Enter email addresses below, or drag address cards 
; from the Address Book or Directory Search window. 

' Address: | ':io0 

I X John Tolletl <jt<S&ratz.com> 

* X UrI Ratz <roadrat^mac.com> 

I X rw@vlc.com 

j X daved^VIc.com 



f Cancel ^ ( Save ^ 



This is the group list of addresses. 
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eee 



Address Book 



❖ 



o m 

E dit Delete Send Mall Card 
Show:^lT 






Search; 



Dave Rohr 

ronntnt^pomegranate.com 
Dave Ross 
Rebecca Ross 

Carmen Sheldon 



HEmaM 

drohr0panoramapolnt.com 

ronnim0pomegranatc.com 

scrcenplay0mail.cvbermesa.com 

rebeccar0peachpit.com 



csheldO90pacbell.net 



Choose “Groups" from this 
menu to display just the 
groups you have made. 



Your new group in the Address Book 
shows up as two heads instead of one. 
Cute. 



To open the group list of addresses 
I again, double-click this icon. 



To add an email address to the Group: In the Group list window shown on 
the opposite page, type a new address in the “Address" field, then click the “Plus” 
button. Or drag an Address Book entry from the Address Book window and drop it 
in the list pane of the Group window. 

To remove an address from the Group: In the Group list window shown on the 
opposite page, select the address and click the “Minus” button. 



To send email to the entire Group: 

Select a Group in the Address Book window (click once on it), then click the “Send 
Mail” button in the toolbar. Mail opens and a “New Message” window opens, 
addressed to the Group. Or in the New Message window, type the name of the Group 
in the “To” field, as shown below. 



Q 0 Q reunion llmt - O 



^ ^ M A ^ Q 

Send AtUch Address Fonts Colors Save As Draft 


To: Family _ 

Cc: 

Subject: reunion time 


Account: ’ Robin Williams <robin0rat2.com> Signature; ( None 




Okay kids!! It's time for the annual family reunion. The Santa Fe branch votes we all 
meet at the Atlantis Resort. How about it??? 

Robin et al 


m 



Tip: You can choose 
whether the email 
will be addressed to 
the group name, as 
shown to the left, 
or will display each 
individual email 
address in the group: 

Open Moil, then 
from the Mail menu 
(not the Address 
Book menu), choose 
"Preferences,,./' 

Click the 

"Composing" button. 

Check or uncheck 
"List private 
group members 
individually." 
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Details of an Address Card 

You can add lots of information to Address Cards so they become quite useful. 
Besides contact information, you can keep track of birthdays, meetings, shoe size, 
notes, and more. 



To expand the Address Card and store more contact information, click the 
triangle above the “Save” button. 



Each pop-up 
menu gives 
you a variety of 
labels for 
the text field 
following it. 



eo 

I First name; || 
I Last name: 



untitled address card 

I rEmall ^ ” 
fwork Phone 







; f Categories... unfded 


/ ( Cancel ^ [ 







600 



untitled address card 





1 First name: j 


Y Email 




' 1 


Last name; 


' Work Phone 


f71 






l±' 


Title 


1 Home Phone 




Company: 


Mobile Phone 




Street 


^ Main Phone 






^Custom 1 






j City. 


Custom 2 






State. ' Zip: 


Custom 3 




! 


Country: 


Custom 4 










j 


f Categories... > unftt«d 






C c»"“* 5 t f 



This is the 
disclosure 
triangle. 



You can customize the four fields 
curreyitly labeled ''Custom I, ” etc. 
See the opposite page. 



From the first five pop-up menus (circled, above), choose the label you want 
to apply to the field. 

Customize any of the other four fields as explained on the opposite page. 
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Define the Custom labels of an Address Card 

You can define your own labels for the four “Custom" pop-up menus. These four 
options will ^ply to every one of your Address Cards. You can change the labels at 
any time, although the data in the fields won’t change to match the new label. 



To define the Custom labels: 

1. From any one of the four “Custom” pop-up menus, choose “Edit. . . .” 
A sheet will drop down from the title bar, as shown below. 

2. Name the “Custom Fields,” then click “Save.” 

You don’t have to name all four of them at this point. 



-'0' 



Nancy Davis 



First name: Nanqr 
Last name; Davis I 



Ocftnt your own numt for th« four ouiofli address card 
Adds. Ttiese names are stored In your prertrenceSk not 
in the cards, so ocher pedptc vieWins the same cards wUI 
tee their oswn field names. ‘ 



Tltto; editor E:( 



Company. Peachpit 



Stmr. 1249 £ig 



Custom Field 1: Birthday 



Custom Field 2; Children 



Custom Field 3: Notes 



Custom Field 4: { Last seen 









City; 


Berkeley " 


"^Pistom?^ 


— 




State: 


CA 


Zip: 94710 ; Custom 3 






Country 


USA 


Custom 4 


13 





f CttegOrtet ) Peathpa 



f Cancal ^ f Save ^ 



ee 



Nancy Oavis 



First name' Nancy 



Last name: Davis 



; f Email nancy<i^peachpil.com 

1 iMiv^k~Phone ^ : 1-800-283-9444 






Tttl«: Editor Extraordinaire , f Work ^oine j 



Company; Peachpit Press 



' Mobile Wone ; 



Street: 1249 Eighth Street 



Main piiwnc 



; Birthday 



City; Berkeley 



3 ’ 



Zip: 94710 Notes 



Country. USA 



Last seen ^ Macworld San Francisco, 1999 



f CatcgorfgtTT^ Nathpa 



{ Cancel ^ 



These four Custom Field 
labels are shown in 
finished form below. 



Tip: You can use Services to 
make a Sticl^ note out of the 
text in any field. 

Just select the text in a field 
(click in the field and press 
Command A to select all of 
the text, even if you can't see 
all of it). 

From the Apple menu, choose 
"Services," then choose "Make 
Stiefy," 

Or press Command Shift Y 
instead of going to the menu 
at all. 



: Li (Q\ 

Don't forget to put a chunk of dark \ 
: chocolate in the package when \ 

I you send Nancy the manuscript! 



You can type quite a long message in a field. 
To show the information in custom fields in 
the Address Book window, use the View menu 
and choose from the ‘Available Fields!' 



This is a Sticky note made 
from the Notes field in the 
Address Card. 
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Make a new Category for addresses 

You will eventually have quite a few email addresses in your list. To keep them orga- 
nized and make it easier to find what you need, you can create separate Categories 
and file each Address Card into a Category. Then from the “Show” pop-up menu in 
the Address Book window, you can choose to show just one Category at a time. 

One Address Card can be in as many Categories as you like. Categories are also 
helpful when conducting a search for email addresses because you can limit the 
search to just certain Categories. 

Several Categories have been made for you already. You can add to the existing 
list, and you can delete any that you make. 



The Categories listed in 
bold are the ones Apple 
made for you; you 
cannot delete these. 

The Categories you 
create will not 
appear in bold type. 



00 



untitled address card 



First name: Bob 






Last name: LeVitus 1 



f Categories... 






Choose Categories: 
0 Family 
0 Favorite 
0 Home 
0 Mac pals 
0 Temporary 
n Work 



unfilei 



QfMac autho rs 

(You can add your own categories to the list 
or remove categories you've added.) 



obLevitus.cor 



iJ 






Canctl ^ f— ; 



f Cancel ^ fe»-OK **«| 



To file a card into a Category, double-click any Address Card to open the detail 
window, as shown above. Click the “Categories. . . ” button in the bottom-left comer 
to show the “Choose Categories” sheet. Select a category from the existing list. 

To make a new Category, double-click any Address Card. Click the “Categories. . . ” 
button in the bottom-left corner to show the “Choose Categories” sheet, as shown 
above. Click the “Plus” button to create and name a new Category. 

To make a new Category appear in the "Show" pop-up menu, you have to 
quit Address Book, then open it again. Hopefully Apple will fix that. 

To remove a Category that you created, select it, then click the “Minus” button. 

To display the Categories in the Address Book main window, choose a Category 
from the “Show” pop-up menu (other than “All”). Only cards that have been filed 
in the chosen Category will appear in the Address Book window. 
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Create vCards 

A vCard is a virtual business card. When you receive a vCaid horn someone, it has a 
.vcf extension (virtual card file) and appears in your email message as an attachment 
Address Book automatically creates a vCaid for every contact in your list. 

To create a new Address Card from a vCard that someone sent you, drag the 
vCard icon from the Mail window to the Address Book window. 

To see the vCard for anyone in your Address Book, select that person’s entry, 
then click the “Card” button in the toolbar. The vCard that appears at the bottom 
of the Address Book window provides a quick view of the essential contact informa- 
tion. To hide the vCard, click the “Card” button again. 




Attach your vCard to outgoing messages 

You can attach your vCard to email messages. (But keep in mind that some 
people don’t appreciate getting a vCard because it’s another file that has to be 
downloaded, and if it’s attached to every email you send someone, they have to 
download it everytime they hear from you.) 

To add your vCard to an email message, open a “New Message” window (open 
Mail, then click the “Compose” button in the toolbar). From the Address Book, 
grab the small icon (the head-and-shoulders silhouette) next to your email address 
and drag it to Mail’s “New Message” window. 

vCards can include images to help identify Address Book entries, as shown on the 
following page. But support for vCards in Mail is limited at this time. Currently, 
when you attach a photo to your Address Card, the photo is not automatically 
sent with the vCard. If you want to include your photo, you have to send it as an 
attachment. After sending a photo, the recipient can drag your vCard into their 
Address Card list, as explained on the following page, and photo will appear 
on your vCard in their list. 
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Customize the Address Book toolbar 

To customize the toolbar, hold down the Control key and click on the toolbar. 
From the contextual menu that appears, choose “Customize toolbar. ...” Drag 
any button from the customize toolbar sheet (shown below) up to the toolbar 
and drop it. 

A ® St:. 

New Edir Delete Send Mail Card i 

Drag your favorite item into the toolbar^ 

,£. i& St: 

New New Croup Edit Delete Send Mail Card Directory Separator 

..or choose the default sot 

j A S: 

! New Edit Delete Sec^ Mail Card 



Display the 
toolbar: 

From the ''Show'' 
pop-up menu, 
choose "Icon & Text',' 
"Text Only;' or 
"Icon Only!' 

Orcycle through 
these "Show" choices 
when the customize 
toolbar sheet is not 
visible: Command- 
click on the clear 
button at the 
top-right comer of 
the Address Book 
window. 

OrControl-click 
on the toolbar, 
then from the 
contextual menu, 
choose one of these 
three toolbar views. 



' Show Icon & Text 






vvfwi ' 

i Sjfili Tf, \\( 



cent 

Work 555-8668 









The Separator is a visual device to help organize items in the toolbar. The only 
buttons that are not on the toolbar by default are the "New Group” button and 
the “Directory” button. 

New Group: Opens an “untitled Address Card” window so you can create a 
group of email addresses. See page 354 for details. 

Directory: Refers to LDAP (pronounced el dap) directories. LDAP (Lightweight 
Directory Access Protocol), is a scaled-back version of DAP (Directory Access 
Protocol), a protocol for accessing large, searchable, online directories of 
information, similar to phone books, over a network, or on the Internet. 
LDAP is referred to as “lightweight” because it’s less complicated and easier 
to implement than dap. 

Mail and Address Book can look up email addresses and contact information 
in LDAP directories, if you have access to such a directory. Chances are you do 
not have access to an LDAP directory unless you’re on a large network, in which 
case you should have the network administrator help you set up access, which 
may require special software. There are public LDAP directories on the Internet, 
and Mac OS X will enable you to access those in the near future. 
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ilWoVR: 

Ext a Movk. Md§u/! 

Making movies is incredibly fun and easy with iMovle. Connect a digital video 
camera to your computer with a FireWire cable, launch iMovie, and you’re ready 
to create home movies with sound tracks, transitions between scenes, special 
effects, and customized titles. 

If you didn’t get a FireWire cable with your camera, check the small box that 
came with your iMac — often there is a FireWire cable in it. If you don’t have a 
cable and need to order one, go to www.cameraworld.com. 

Digital video (DV) requires a lot of disk space: One minute of raw DV footage uses 
about 220 MB of hard disk space. A four-minute iMovie that contains sound tracks, 
transitions, and titles may use 4 to 6 gigabytes of disk space. 

If you’re serious about making iMovies, or if you just can’t control yourself after 
making your first iMovie, buy an extra, very large FireWire drive to use when 
working with video. You’ll be surprised how fast you can fill a dedicated 80 GB 
hard drive when you start making movies. 



With iMovie you can create memorable 
moments so easily. Here are my friends 
Tim Thomas and Lew Nelson toasting at 
Macworld. Where are Phil and Leigh?? 





This is the icon 
that designates 
a FireWire port. 
FireWire is a 
type of connection 
that is fast enough to 
handle the transfer 
of video to your 
computer. 
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An overview of the basic steps 

Making an iMovie consists of five basic steps. This chapter will walk you through 
each step. 

1. Import video clips to the shelf (below). 

2. Edit the clips (pages 364-365). 

3 . Place edited clips into the movie Timeline (page 366). 

4. Add transitions, titles, effects, and audio (pages 369-371). 

5 . Export the iMovie (page 374). 

As you shoot video, keep in mind that every time you start and stop the camera, 
iMovie will interpret that as a “scene.” Each scene will appear in its own little slot 
on the “shelf.” You can then rearrange the order, edit each scene individually, and 
much more. Of course, you can alwa}^ split a scene, cut from one scene and make a 
separate one, etc., but it’s good to keep the scene divisions in mind as you shoot. 



Import clips to the Shelf 

Before you can import, of course, you must connect the camera to the Mac. 



Connect your camera: 

1. With the camera off, plug one end of the FireWire cable into the camera 
and the other end into the Mac’s FireWire port. 

2. Put the camera into vtr mode (VTR stands for Video Tape Recorder). 

3 . Open iMovie. 

4 . Him on the camera. In a couple of seconds, the monitor area will display 
the words “Camera Connected,” as shown below. 




This is the monitor area. 



There are three tracks: 
the top one is for video, 
the lower two are for audio. 



This area is 
the shelf. 



Movie 

volume control. 
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Preview the raw footage: 

1. In the iMovie interface, click the “Camera mode” button, circled below. 

2. Then click the “Play” button to play the video in the iMovie monitor. 

At this point you are just previewing the video. iMovie will not digitize and import 
any video until you click the “Import” button. To economize disk space, preview 
your footage, then rewind and import just the best of it. 



Import video footage into iMovie: 

1. Click the “Play” button to view the raw footage. 

2. When you see footage you want to import, click the “Import” button 
(circled, below). The Import button is blue when it is selected and import- 
ing files. You can back up while in Play mode (click the Reverse arrows), 
but not while Importing. 

3 . To stop importing, click the “Import” button again. Each time you start 
and stop importing, iMovie will place that segment (called a “clip”) into a 
separate slot on the “shelf” at the upper-right comer of the iMovie window. 

If you have plenty of disk space, you can let the camera run. iMovie will import 
all “scenes” (individual segments that were created when you started and stopped 
the camera, as described on the opposite page) as separate clips and place them 
on the shelf. 



Note: The Camera 
mode button will 
automatically switch 
to Edit mode (the 
button to the right) 
whetiever you click 
on a clip or the shelf. 
You need to be in 
Edit mode to create 
your movie. 




I Camera mode button 



Play button. 



Clip. 



Shelf. 



Import button. 
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Edit clips 

Many clips are longer than necessary and should be trimmed or cropped. 

■ Trimming, in iMovie, means to select and delete unwanted 
video frames either at the beginning or the end of a clip. 

■ Cropping means to delete all frames in a clip other than the 
selected frames. 



To display and preview a clip: 

1 . Click a clip on the shelf to select it. The clip is displayed in the monitor. A 
blue “scrubber bar” appears, as shown below. The scrubber bar represents 
the time length of the clip. 

2. Preview the entire clip by dragging the Playhead (the large white triangle) 
across the scrubber bar, or click the “Play” button. 



This is the blue 
scrubber bar. 



Edit mode button. 




This is the Playhead. Click the Play button and 
you'll see it move to the right as the clip plays. Or 
drag it yourself to a certain spot in the clip. 

The Jiumber indicates how majiy 
seconds have elapsed in the clip. 



This is the Play button. These 
co7itrols, as you can see, are 
just like the controls on any 
other media player. 
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To trim a clip: 



!• Click directly beneath the scrubber bar to show the crop markers, two 
small triangles. Drag the crop markers to select the frames at the 
beginning or the end of a clip that you want to delete. 

2. From the Edit menu, choose “Clear” to delete all of the selected frames. 

To crop a clip: 

1. Click directly beneath the scrubber bar to show the crop markers, two 
small triangles. Use the crop markers to select a range of frames in the 
clip that you want to keep. 

2. Drag the crop markers individually to select a range of frames. 

The selected frames are highlighted in yellow. 

3. From the Edit menu, choose “Crop” to delete all of the frames 
that were not selected. 



Tip: When you crop 
or trim a clip on the 
shelf, the deleted 
data goes in the Trash, 
located just below the 
shelf Once a clip is in 
the Trash, you can't 
take it out 

Because even a 
moderate amount of 
editing results in a 
huge amount of Trash, 
you can preserve disk 
space if you keep an 
eye on the Trash and 
empty it occasionally: 
From the File 




menu choose 
"Empty Trash..,." 



The circles point out 
the crop markers. 



This shows a selection of the clip that is going to be cropped. After choosing 
Xrop'' from the Edit menu, this section is all that will remain of the clip. 



After you’ve edited a clip, you’re going to drag it to the Timeline at the bottom 
of the iMovie window, as explained on the following page, so you can put your 
movie together. 

But when you crop and trim clips as described above, you eliminate the possibility 
of ever going back later to use segments of clips that you deleted. You might want 
to keep the original, unedited footage available and accessible. In that case, copy 
and paste a clip segment. 

To copy and paste a clip: 

1. Use the crop markers to select a range of frames that you want 
to add to your movie. 

2. Press Command C to copy the selection. 

3. Click in the Timeline at the bottom of the iMovie window. 

— continued 
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4. Press Command V to paste the selection into the Timeline. 

If there are already other clips in the movie track, you can place the 
copied selection wherever you want: click on an existing clip in the movie 
track. Type Command V and your selection will be pasted to the right of 
the clip you clicked on. 

If later you decide that you need a longer segment from that original clip (to sync 
with a music track, for instance), the clip in its entirety is still on the shelf instead 
of forever lost in the Trash. 



Place clips in a movie 

There are two overlapped editing areas at the bottom of the iMovie window: the 
Timeline (indicated by the clock icon) and the Clip Viewer (indicated by the 
eyeball icon). If you put a clip in either the Timeline or the Clip Viewer, it auto- 
matically appears in the other area. 
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Click this to display the Clip Viewer (bottom of next page). 
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This example is displaying the Timeline. 



These clips have been placed in the Timeline. 



The Timeline 

Use the Timeline to arrange the order of clips, add transitions between clips, add 
effects, create titles, and add audio to your movie. 

To add clips to the Timeline: 

■ Either drag the clips you created from the shelf to the Timeline. 

■ Or, as explained above, copy segments of clips and paste them 
into the Timeline. 

To rearrange clips in the Timeline: 

1. Click on a clip in the Timeline to select it. 

2. Press Command X to delete it from its current position in the Timeline. 

3. Next, select a clip (click on it) in the Timeline immediately 
to the left of where you want the new clip. 

4. Press Command V to paste the clip to the right of the selected clip. 
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The Zoom pop-up menu lets you view the Timeline at different zoom levels. Higher 
zoom levels show the Timeline in greater detail for precise editing. Lower zoom levels 
show more clips in the Timeline, to reduce the amount of scrolling necessary. 



In Its Own W4y 03:14:29(NTSC) 







A low zoom level 
makes more 
clips visible in 
the Timeline. 




The Clip Viewer 

You can also use the Clip Viewer, shown below, to place and rearrange clips, add 
transitions and effects, and create titles. You cannot work with sound tracks while 
using the Clip Viewer, but, unlike in the Timeline, you can drag clips out of the 
movie and back to the shelf. 



A higher zoom level 
makes it easier to 
precisely place the 
Playhead or to drag 
a sound track to 
a certain position. 
When you use very 
short clips, you need 
a higher zoom level 
to see them clearly. 



To place clips in a movie using the Clip Viewer: 

Either drag clips from the shelf to the Clip Viewer, or use the copy- 
and-paste technique explained on pages 365-366. 

To rearrange clips in the Clip Viewer: 

Simply drag a clip to a new location. 




This is the Clip Viewer. 



You can rename these clips. Just 
click on the clip number to highlight 
the text, then type the name. 
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Preview the assembled clips 

To preview your movie, move the Playhead (the white triangle) in the Timeline to 
the beginning of the movie, or wherever you choose, then click the Play button. 

Notice that if you click on a specific clip in the Timeline, only that clip shows and 
plays in the monitor. To load the entire movie into the monitor, click anywhere 
in the Timeline except on a clip (click in the Timeline above the clips or in one 
of the audio tracks). 



Each of these 
segments represents 
a clip in the movie. 



Click this button to 
play your movie in 
full-screen mode 
on your iMac. 



The small shapes 
between clips are 
"'transitions'' that 
affect how one 
scene blends into 
the next. 




In Its Own Way 03;14;29(NTSC) 




Whefi the monitor displays the eyitire movie, the scrubber bar is divided into 
segments. Each segment is a separate clip in the movie. The small objects that 
appear between clips in the Timeline are the transitions that were dragged 
from the Transitions window to the Timeline, as described on the opposite page. 
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Add transitions, titles, effects, and audio 

If your movie requires precise synchronization between music tracks and video 
footage, it’s best to assemble all your clips in the Timeline before adding transi- 
tions and effects because transitions and effects can alter clip lengths. For some 
movies, this may not be an issue. 

Transitions 

A transition is a visual effect that creates a bridge from one scene to the next 
scene. It might be a cross dissolve, a fade out, a spinning image, or any of a wide 
variety of other effects. 

To add a transition effect between two clips: 

1. Click the "Transitions” button beneath the shelf to reveal the Transitions 
window, as shown below. 

2. Click on a transition to see its effect previewed in the small preview 
window. The “Preview” button plays the effect full-size in the monitor, 
but the preview may be too slow to be very useful. 

3. Use the “Speed” slider to determine the time length of the transition. 

4. Drag the selected transition to the Timeline (or Clip Viewer) and drop it 
between two clips of your choosing. 

To delete a transition at any time; select it in the Timeline and hit the 
Delete key. 

To change a placed transition: select it in the Timeline, make changes 
in the Transitions window, then click “Update.” 



Cross Dissolve vs. Overlap: 

The Cross Dissolve transition 
smoothly dissolves from one 
scene to another, retaining full 
motion of the first scene until it 
dissolves away. 

The Overlap effect freezes on 
the last frame in a scene as it 
dissolves into the next scene. 
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A limited number 
of transitions come 
with iMovie, but 
you can download 
others from the 
Apple web site at 
www.apple.com/ 
imovie, or buy 
collections of 
transitions and 
ejfects from third- 
party vendors. 
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Font menu. 



Titles 

A title is text that you place in its own frame or on top of a scene. A title can show 
credits, act as a caption, or add comments. There are many styles of titles to choose 
from and you can use different typefaces, sizes, and colors. 



To add titles to your movie: 

1. Select a clip in the Timeline (click once on it). 

2. Click the “Titles” button beneath the shelf, then select a title style. 

3. Type your title text into the text fields at the bottom of the window. 

4. Use the font pop-up menu to select a font. 

5. Use the font slider to enlarge or reduce the type. 

6. Click the “Color” box to choose a color from a palette. 

7. By default, a title is superimposed over a video clip. If you want to super- 
impose a title over a black background instead of a clip, check the “Over 
Black” box. This option creates new frames for the title sequence and does 
not affect other clips. It does, however, add to the length of your movie. 

8. If you plan to export the movie as a QuickTime file, check the “QT 
Margins” box to allow the title to expand within the limitations of the 
QuickTime margin. 

If you plan to show it on the television, make sure this button \snot 
selected or your type may be cut off on the edges, or leave it unchecked 
all the time to play it safe for any media. 
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9. Drag your selected title style from the 
list of styles to the desired position in 
the Timeline. 



Choose your style here. 

W!)en finished with your title, drag this 
same line down to the Timelme. 

Font size slider. 

Type your title here. Different effects give 
you different amounts of space for text. 
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Effects 

An effect is a visual distortion or alteration that is applied to a clip. The effect 
may be used for aesthetic reasons, or for visual impact. A limited number of effects 
come with iMovie, but many more are available from third-party vendors. 

To add effects to a clip in your movie: 

1 . Select a clip in the Timeline (click once on it). 

2. Click the “Effects” button beneath the shelf. 

3. Select an effect from the effects list. 

4. Use the “Effect In” and “Effect Out” sliders to set the amount 
of time it takes for the effect to fade in and to fade out. 

5. If there are other settings sliders below the effects list, set those as well. 

6. When you’re satisfied with the effect, click the “Apply” button. 



The Preview button plays the effect 
full-sized in the monitor window 
of iMovie. 

Click the Restore Clip'' button to 
restore a clip to its original state 
after applying and previewing 
an effect. 

Once you click the "Commit" 
button, you cannot restore a 
clip to its original state (which 
is a good reason to use the copy 
and paste technique for clips as 
explamed on page 365-36Q. 
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Add audio clips to your movie 

Place as many audio clips in a sound track as you like. Drag audio clips to other 
positions or to another track, if necessary. Audio clips can overlap in the same track 
or in separate tracks. When two audio clips overlap, both are audible, although 
you can adjust the volume of individual sound tracks with the clip volume control 
slider beneath the Timeline. 



Use these checkboxes to mute the sound of a clip 
in a video track or in either of the audio tracks. 
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This pop-up menu 
lets you choose 
how large to show 
the clips in the 
Timeline. 
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Select an audio dip and check the Fade In attd 
Fade Out boxes to apply the effects to the clip. 

To add audio files to your movie: 

1. Click the “Audio” button beneath the shelf. 



Cl^ volume control. 



2. Position the Playhead (the white triangle) in the Timeline where you 
want the recording to start. 

3. The top of the audio window contains a Library of sound files that you 
can drag to either of the audio tracks at the bottom of the Timeline. 
Select a sound from the libraiy' and drag it to a point in one of the sound 
tracks where you want it to start playing. 
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Choose a Library audio file here. 
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- Record your voice here. Just click the 
'Record Voice'* button, then speak into 
the tiny pin hole in the bottom-left comer 
of your flat-panel screen. 

■ Choose your CD tracks here when a CD 
is in your drive, then click the 'Record 
Music” button. 




372 





21 ■ IMovie: Be a Movie Mogul! 



To import an MP3 or AIFF sound file: 

1. From the File menu, choose “Import File. . . 

2. In the “Import File” window, navigate to an MP3 or AIFF file that is stored 
on your computer, select it, then click “Import.” The entire audio file is 
placed in one of the audio tracks. 

Some of your MP3 file names may be gray, which means you can’t use 
them in the movie because iMovie can only import mp3s that support the 
QuickTime format. 



Files that can be imported 
are shown in the Import 
File window. 



Impo rt file 
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Ml You Ne«d If Love. mp3 | 

'][: Can*! luy Me Love.mpI 
Come Together mp3 
Day Trtppcr.mp3 
^ Eight Days A Week.mpi 
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% From Me To You mp3 
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To import a CD sound track: 

1. Insert a CD into your CD drive. 

2. To review CD tracks without importing them, click the Play button. 

3. To record the song, select a CD track from the “Audio CD” list. 

4. In the Timeline, move the Playhead (the white triangle) to a point where 
you want to start recording. 

5. Click the “Record Music” button. Click “Stop” when you’ve recorded 
as much of the CD track as you want. 

To adjust and edit the audio clips: 

Adjust the placement of an imported audio file in the Timeline by dragging 
the file’s purple bar left or right. Edit the start and stop point of audio clips by 
moving the audio crop markers at either end of the audio clip’s purple bar in the 
audio track. To fine-tune the placement of an audio crop marker, click it, then 
use the left and right arrows to move it. 
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Export your iMovie 

Once you’ve finished creating your movie, you can store it on your hard drive, but 
that uses a lot of disk space, and the only place you can show it is on your com- 
puter. Since iMovies are usually large, from several gigabytes on up, you can’t pass 
them around on a Zip disk or even on a CD. So you need to export the movie. 
Fortunately, iMovie is able to export movies in several formats, depending on the 
final intended use of the movie. 



To export your movie: 

1. From the File menu, choose “Export Movie. . 

2. The “Export Movie” dialog box appears. From the “Export” menu, 
choose to export “To Camera,” “To QuickTime,” or “For IDVD.” Each 
option is explained below. 



Export Movie 



Export: To Camera 



Your movie is ready for export, it is 04:32 fong. Please 
make sure your camera is in VTR mode and has a writabie 
tape in it. 



Wait 



iyj seconds for camera to get ready. 



Add 1 1 i seconds of black before movie. 

Add [l j seconds of black to end of movie. 



■ Export To Camera: Put a writable tape in your camera and put the 
camera in vtr mode. Make sure it is connected to your computer with a 
FireWire cable, then click the “Export” button. 

Exporting your edited movie back out to your digital camera puts the movie 
on the digital video tape in your camera. The tape in your camera can store 
from 30 to 180 minutes of movies, depending on the model of your camera. 
You can attach your camera to a TV to show your edited movies, or you can 
transfer movies from your camera to a VHS tape. If your movie contains 
scenes that are in slow motion or reversed, iMovie will tell you that it needs 
to render those scenes before it can export the movie. 
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■ Export To QuickTime: QuickTime format is a popular standard for 
multimedia files. It compresses movies so that their sizes are manageable 
for transport and delivery, either on the web or other media. 

From the “Formats” pop-up menu, select one of the compression options, 
then click “Export.” The “Expert. . .” option in the pop-up menu lets you 
customize “Image Settings,” “Audio Settings,” and “Internet Settings.” 



Export Movie 



' Export; For iPVP 



TL 



I : Your movie is ready for export. It is 04:32 long. 



j Video: OV - NTSC, size; 720x480, 29.97 frames 
I per second 

Audio: No compression. Stereo. 48000.00hz 






( Cancel'3 ! 



If you WUflt to 
ensure that your 
QuickTime movie 
can be viewed by 
someone with an 
older version of 
QuickTime Player, 
click the checkbox 
next to 'Quicktime 
3.0 compatible” 



■ Export For iDVD: This option creates a QuickTime file that can be 
used with Apple’s iDVD software. iDVD is amazing software for putting a 
collection of movies onto a DVD disc that will play on your computer 
(if you have a supported DVD drive) and will also play on most popular 
commercial DVD players. Exporting for DVD actually saves your movie in 
a QuickTime format, but with different compression settings from those 
used for other types of QuickTime files. If some scenes in your movie 
need to be rendered because they use a motion effect such as slow motion, 
iMovie alerts you that it needs to render those scenes before you 
can export the movie. 
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Extra tips 

If your selected music track plays just a few seconds too long past the end of the 
video or ends too soon, select a clip or a transition somewhere in the movie and 
slow it down using the motion effects slider. This slider is located beneath the 
Timeline, next to the Zoom pop-up menu. This is an easy way to help synchronize 
the length of a movie with an audio track. However, notice that I’ve turned off the 
audio on the video track (the checkbox on the far right side of the Timeline is not 
checked). Slow motion or fast motion will distort the audio of a clip. 

■ Either select a clip in the Timeline, then drag the slider left (Faster) 
or right (Slower). 

■ Or select a transition between two clips, then drag this slider left or right. 




The duration of the selected clip in the Timeline has been extended 
by moving the motion effects slider to the right. 

In the Timeline, the selected clip will actually appear longer or 
shorter as you move the slider towards “Slower" or "Faster." 



Located above the Timeline, next to the Trash, the Free Space status bar alerts you 
to how much free space is left on the disk or partition being used for your movie. 
The bar indicator is color coded to indicate the amount of free disk space. 

Green: More than 400 megabytes available. 

Yellow: Less than 400 megabytes available. 

Red: Less than 200 megabytes available. 

If you have less than 100 megabytes of free disk space, you cannot import more 
video until you remove clips from the shelf or empty the iMovie Trash. 
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I This is the Free Space status bar. 
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The QuickTime Player plays audio, video, and QTVR (QuickTime Virtual Reality) 
movies. In addition, it can display still image files in almost every mainstream 
format Opeg, tiff, PICT, gif, psd, png, bmp, and others). If you create an iMovie 
or an iPhoto Slide Show, you can save them as QuickTime movies. Some multi- 
media content available on the Internet is automatically opened by QuickTime. 
You can use QuickTime to listen to Internet radio stations, watch headline news, 
or watch the latest movie trailers. You may hear someone refer to a QuickTime 
audio file as a “movie.” Any type of QuickTime file (audio or video) is referred to 
as a “QuickTime movie.” 
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QuickTime Player 



You can play QuickTime movies in QuickTime Player or in any application that 
supports QuickTime, such as most popular browsers, some word processors, and 
in PDF files. Use QuickTime Player to play movies that you downloaded to your 
computer, that you created on your computer, or that exist on the Internet. 



To open QuickTime Player: 

There are several ways to open QuickTime Player. These first three methods open 
the QuickTime Player with the movie loaded and ready to play. 



■ Double-click a QuickTime file on your computer. 

■ Single-click on a QuickTime link on a web page. 

■ Drag a QuickTime file’s icon on top of the QuickTime application icon, 
either in the Dock or in the Applications folder. 



aoe kickboxers.mov 







Playhead. 

Elapsed time. ^—400:00™ 
Click to mute. 



Volume slider. 

Go to beginning. 

Fast reverse. 



r Equalizer. 



Show QT TV window. 
Resize control. 



Fast fonvard. 



Play/Pause. 
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QuickTime TV 

If you use either of the next two methods, a version of the Player opens that 
contains QuickTime content links and your personal QuickTime Favorites. 

■ Click on the QuickTime Player’s icon in the Dock. 

■ Open the Applications folder, then double-click the QuickTime 
application icon. 



Untitled 1 






1 f' QO'f • 


1 


M 


1 Q # 




EOl 


1 

1 


1 


jcxxa 




•'H 


1 ^ 


HB0 




ft 

If 




^ Click this button to collapse 
the player to a small size that 
w shows only the audio track 
controller buttons. 



T\vo tabs are visible in this window: a QuickTime TV tab and a Favorites tab (the 
heart icon). The QT TV pane contains a collection of preset QuickTime TV channels 
that offer a variety of content including news, sports, weather, music, and music 
videos. You can get links to additional entertaining content at www.apple.com/ 
quicktime. 

Click any icon in the QT TV pane to connect to that site’s streaming QuickTime 
content. For details about the Favorites pane, see the next page. 
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The Favorites pane in QuickTime TV 

The Favorites pane (the heart tab) is a convenient place to store your favorite 
QuickTime content links. In Favorites, you can add links to streaming QuickTime 
movies on the Internet, QuickTime movies that are on your local computer, and 
almost any image file on your computer. 

To add an image file to Favorites, drag its icon to the Favorites pane. 

To add streaming QuickTime content from the Internet to Favorites: 

1. Click on a streaming QuickTime movie link on a web page to start 
playing the movie. 

2. From the QTV menu, choose Favorites, then choose “Add Movie 
As Favorite.” The movie is not copied to your computer. Instead, 
a link to the online movie is created in Favorites. 



To add a QuickTime movie that's on your computer to Favorites: 

1. Drag the movie’s QuickTime file icon to the Favorites pane. 

2. Or double-click the QuickTime movie to open it. From the 
QTV menu, choose Favorites, then “Add Movie As Favorite.” 



The Favorites pane gives 
you instant access to your 
favorite QuickTime content 
located on the Internet and 
on your computer, plus 
almost any kind of image 
file that you want to access 
easily and quickly. 



00 0 


Untitled 4 
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To remove a Favorite: 

■ Either Control-click on a Favorite, then from the pop-up menu, 
choose “Delete Favorite.” 

■ Or select a Favorite using the arrow keys, then press Delete. 
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The views in Favorites 

You will see different channels in different views. Some of the channel content 
providers, such as ESPN (shown below, left) play streaming audio in the QuickTime 
player. Others open and play content in the full multimedia version of the player 
that includes streaming audio and streaming video (below, right). 



0 0 0 ESPN News UVEJ 




QuickTime Player adjusts its appearance 
to the type of content it needs to play: 

The Player above is connected 
to a streaming radio station. 

The Player on the right is connected 
to a site that streams audio and video. 








eoo 


Bloomberg.com 


j Bloomberq 

I .com 


^ ® iS? 1 

HOME MARKETS MONEY LIFE CHARTS § 



Welcome to the Bloomberg wobcAst channel on QuickTime IV. : j 

1 Just click on a channel Icon below to watch live news from around the world. ‘ i 



Listen Live K BIOOmberQ 

nick here tAOlO ^ 



j 00!00i0el!zz 



Change the Poster Frame 

The thumbnail image that appears in Favorites is called the Poster Frame. 
A Poster Frame is one frame of a movie that is used as a preview, or thumbnail 
image. By default, the Poster Frame is usually the first frame in a movie. If the first 
frame of your selected movie is not visually descriptive enough, you can choose any 
frame to use as the Poster Frame. (You can only do this to movies that are actually 
stored on your hard disk, not those that are streaming in from the Internet.) 

To change the Poster Frame: 

1. Open the movie in QuickTime Player. 

2. Drag the Playhead (the black triangle in the video track) 
to select the frame you want to use as the Poster Frame. 

3 . From the .Movie menu, choose “Set Poster Frame.’' 



Streaming content 

is multimedia content 
that downloads 
partially to your 
computer, then starts 
playing while your 
computer continues to 
download the "stream," 
Streaming content 
does not remain on 
your computer. 
Streaming makes it 
possible to deliver 
live content or content 
that would take up 
too much disk space 
on a computer. 



4. Press Command S to save your changes, then close the movie. 



5 . Drag the QuickTime movie’s icon to the Favorites window. 
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Play QuickTime movies 

There are several ways to play QuickTime movies. 




robin.mov 



This is what a 
QuickTime movie 
icon looks like. 



To play a QuickTime movie that's stored on your computer: 

■ Either double-click on the QuickTime movie’s icon. 

■ Or from the File menu, choose “Open Movie in New Player. ...” 
Navigate to a QuickTime movie, select it, then click “Open.” 

■ Or locate a movie file, then drag the file icon on top of the QuickTime 
Player icon. 



To play a QuickTime movie located on the Internet: 



Most QuickTime movies you encounter on the Internet are links on a web page that 
you simply click to play. The Louvre Museum web page, shown to the left, offers a 
virtual tour with links to many QTVR movies (QuickTime Virtual Reality), which are 




360-degree panoramic photos that you can 
pan and zoom in on. The large and small 
QuickTime logos on the web page are links 
that offer a choice of both large and small 
QuickTime movies for viewers who have 
fast or slow Internet connections. 



The larger of these little icons indicates 
that a file is large; the smaller icon 
indicates the file is small. 



If you know the specific web address: 

If you know the specific web address of a QuickTime movie, from the File menu, 
choose “Open URL. ...” TVpe the address in the text field, then click “OK.” The trick 
is that the address must be a complete path name to the QuickTime file, and not 
just to a web page. 

OpenURL 

j Enter an Internet URL to open 



( Cancel ^ ^ OK 
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QuickTime Player audio options 

When you play a QuickTime movie, you can adjust the left/right speaker balance 
and the bass/treble levels of QuickTime movies with Sound Controls. 

To show or hide Sound Controls: 

■ Either go to the Movie menu and choose “Show Sound Controls” to show 
the controls in the status window. 

Choose “Hide Sound Controls” when you don’t want them visible. 

■ Or click on the small equalizer on the right side of the status window, 
if an equalizer is visible, to show the Sound Controls. 

Click the equalizer again to hide the Sound Controls. 

©oe uss.enterprise 




Click the small equalizer to show or hide the Sound Controls. 



©00 uss.enterprise 




The small equalizer on the right side of the movie 
track gives a visual representation of the audio. 
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The preferences for QuickTime Player 

The QuickTime Player Preferences give you a few more options for customizing 
the behavior of the Player. 

From the QuickTime Player menu, choose “Preferences,” then choose “Player 
Preferences. . . " to open the General Preferences window, as shown below. 

Select your choices for the options listed for Movies, Sound, Favorites, and Hot 
Picks. They’re self-explanatory. 

If you’re using QuickTime to listen to Internet Radio while you work, select “Play 
sound when application is in background” to let QuickTime audio continue to 
play when another window is active and when the Player has been minimized in 
the Dock. 

The Hot Picks option connects to the Internet and takes you to QuickTime’s 
currently featured content whenever you open QuickTime Player 

Uncheck the Hot Picks item 
unless you have a full-time 
broadband connection 
or your modem will 
automatically try to dial 
and connect to the Internet 
whenever you double-click 
on QuickTime Player. 



General Preferences 

, ^ 

I i 

« Movies: | 

! I 

j 0 Open movies In new players | 

‘ O Automaticaiiy play movies when opened \ 

I ! 

! Sound: ; 

j i 

I 0 Play sound in frontmost player only [ 

I 0 Play sound when application b in background [ 

I f 

5 Favorites: | 

0 Ask before replacing favorite Items | 

« t 

, I 

J Hot Picks: ! 

1 

, Q Show Hot Picks movie automatically t 

i I 

I I 

i f CanctI ^ OK 
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live a long time without reading this section, but 
the more you read, the more you will feel in control of your 
computer. This section covers some odds and ends that can be 
quite useful to you, such as creating aliases to make it easy to 
open files, how to use Sherlock to find documents you thought 
you misplaced, what those “extensions” at the ends of file 
names are, and more. Skim through the section, and when 
you’re ready to absorb it, just read what you need. 
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"It doesn't even look like a computer." 

PC curmudgeon 




other Thing J 

You Mi^t 

NecJ to flnow 

There are several other things you should know that can help you be more 
productive and add to your understanding of how your iMac works. 

In this chapter, I’m assuming that you know how to use the mouse, make new 
folders, dr£^ items from one place to another, open windows, and how to do the 
basic things that entail working on your iMac. If you don’t understand a term 
used in this chapter, check for it in the index. 
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Extensions and file names 

In Mac OS X, every file name has an extension (whether you see it or not), which 
is a short abbreviation at the end of a file name, preceded by a period, such as .jpg. 
This extension tells the Mac what to do with the file. 




robin's story.rtf robin's story 

The extension is so important to some Jiles that if you take it off, 
the Mac doesti 't know what to do with the file when you try to 
open it. In the example above, the Mac cannot open the file on 
the right, even though it is exactly the same as the file on the left, 
minus the .rtf extension. 



You can add your own extension to the end of a file name if you know the exact 
characters for your document, or you can just let the Mac add the correct one for 
you — what you don 't want to do is add an extension without knowing that the 
Mac has added an extension to your extension. 

To make sure that doesn’t happen, or to make sure you get the extension you want, 
you can choose to see the extensions on a file-by-file basis. If you prefer, choose a 
global setting so you always see the file extension or you never see it. 

To make the extensions visible or invisible on an individual basis: 

1 . Select a file, then go to the File menu and choose “Show Info, 
or press Command I. 

2. From the pop-up menu, 
choose “Name & Extension.” 

3. Check or uncheck the box 
to “Hide extension.” 



Notice when you hide the extension, 
it is hidden from the file name you 
see on the Desktop (shown at the top 
of the Info window), but the “File 
system name” that the Mac uses 
retains the extension. 



. 6 0 06.wlndows.63-104 Info 
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To hide or show extensions globally: 

1. From the Finder menu, choose “Preferences. . . 

2. Check or uncheck the box to “Always show file extensions.” 

If you choose to always show them, you won’t inadvertently add 
your own extension as well. 

0 Q C Finder Preferences 

Show these Items on the Desktop: 

O Hard disks 

0 Removable media (such as CDs) 

Q Connected servers 

New Finder Window shows: 

0 Home 

I O Computer 



Q Always open folders in a new window 

Q Keep a window’s view the same when 
opening other folders in the window 




Illegal characters in file names: Do not start file names with a hyphen or 
period. Do not use a colon ( :) or a slash (/) anywhere in the file name. 

u 

chapters chapterS.dock 

Adding an exteyision of .dock to this folder turned the 
folder into a 'dockling!' Urifortunately, Apple does 
not provide a list of extetismis that you should avoid. 

(When / removed the '\dock'' extension, it turned back 
into a folder with all of its files mtact.) 



Below is a list of 
some (not all) 
common file 
extensions 
you might see. 

Document extensions 

.doc Word document 
.txt Plain Text 
.rtf Rich Text Format 
.rtfd Rich Text Format 
Directory 

.pdf Portable Document 
Format 

.psd Photoshop file 
.qxp QuarkXPress 
document 
.pps PowerPoint 
Show 

.xls Excel spreadsheet 
.mov QuickTime movie 
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Backup your work! 

Backup your work! To back it up, just copy any file you don’t want to lose and 
bum it to a CD or DVD, as explained in Chapter 12. 

You should do this to every file you want to keep, especially your own documents. 
In the event the file on your hard disk gets lost or trashed or your hard disk dies, 
you will have this extra copy. In fact, you should make two copies of anything 
important, and store the second copy away from the premises; it won’t do much 
good to have a second backup if your office bums down or is broken into and all 
of your disks stolen. 

As your backup disks, you can use CD-R (recordable) discs or CD-RW (rewritable) 
discs. A CD can hold 650 megabytes of data. The iMac’s CD-buming implication 
can bum a CD-R only one time, while you can bum several “sessions” onto CD- 
RWs. However, CD-Rs are so inexpensive that I prefer using them over the more 
expensive CD-RWs. 

If your iMac has a “Super Drive,” you can backup files onto DVDs. A DVD can hold 
4.5 gigabytes of data. 

You already have an extra copy of your system software and applications on the 
CDs that came with your iMac — store them in a safe place. 

If you download software or important files from the Internet directly to your iMac, 
be sure to make backup copies onto discs. 

Backup your iPhoto Library 

The iPhoto Library contains all the photos that have been imported by iPhoto, 
plus any Albums you created. Make backup copies of the iPhoto Library regularly. 
Then you can delete photos in iPhoto so you don’t fill up your hard disk with un- 
necessary photo storage. If you decide you need a photo you’ve removed from your 
iMac, you can copy it back to your computer from the backup disc (as explained 
in Chapter 12). 

To find the iPhoto Libraryt Click the Home button in the Toolbar of any 
Finder window, then double-click the “Pictures” folder. The “iPhoto Library” 
folder is inside; back it up. 
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Backup your iTunes Library 

Also backup the iTunes Library. Music files are large and take up a lot of disk 
space. If you’ve imported songs to copy to a CD, but don’t need them on the hard 
disk any more, copy them to a backup disc and delete them from the iTUnes Library 
to conserve disk space. 

To find the music files in the iTunes Library, click the Home folder in the 
Toolbar, then open the “Documents” folder. The “iThnes” folder contains all 
the music files stored in your iThnes Library. Backup that folder. 

Backup your iMovie files 

iMovie project folders are very large and can take a lot of disk space — about a 
gigabyte per minute of movie. Make backups of them for safe storage and to prevent 
your iMovie obsession from gobbling up all your hard disk storage space. 

Very short iMovies that you save in the editable iMovie format can be backed up onto 
DVDs because there is 4.5 gigabytes of storage space on a DVD, but longer iMovies 
will not fit even on a DVD. If you make a lot of iMovies, buy an external hard disk 
to store them on; that will be your backup. John uses an eighty-gigabyte external 
hard disk just for storing iMovies. 
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The Show Info window 

Show Info is a small window that gives you pertinent information about any 
selected file. 

To open a Show Info window, select a file’s icon (single-click on it) then press 
Command I, or from the File menu choose “Show Info.” 

The kind of information you get depends on what type of file is selected, as shown 
below and on the opposite page. 



Click the pop-up 
menu and choose 
information options 
other than "General 
Information!’ 



I selected a folder named "Presentation 
movies, ” then pressed Command I. 

0 PrestniaUon movits Info 



1 1 Presentation movies 
[ General Information ^ 



^ Kind: Folder 

Size; 109.6 Ml on disk (114, 963.S67 
bytes) 

Where. SmaUOislLUsen:itratz;Mov{es. 
Created: Fd. May 17. 2002. 10:49 AM 
Modtfted; Frt. May 17. 2002. 10:49 AM 



. Locked 



Comments. 

Take to Hanalei 




You can add comments to j 
an item that will show in I 
a Finder window's ''List 
View," as shown below. 



Tl)e two folders in this Finder tvindow have comments 
added to them. The "Cofnments" column is usually 
positioned far-right in the Finder window. I dragged 
it to the left so it would be in view. 



When the pop-up menu is set on 
"General Information, ” the Info 
window displays this kind of folder 
(or file) informatmi. 



Q _ 

0 This window only 
' Ociobal 



Show Columns; 
SJ Date Modified 
Q Date Created 
gjSize 
}Kind 




5 Use relative dates 
□ Calculate ail sizes 



To show a "Comments" 
column in the Finder 
window, go to the View 
menu and choose "Show 
View Options." Click the 
"Comments" button. 



Icon Size: 

0 



0 
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Click the pop-up menu to show other file information. You can even use Show Info 
to create custom icons for your files and folders (see page 407). 



O Q Q Es&ays. rtf Info 
: ;£s$«y$.rtf 



✓ General Information 



Name & Extension 
* Open with application 
w| Preview 
^ Privileges 



] □ Stationery Pad 

j Q Locked 
i Comments: 



I 

I 

i 

l 

i 



L©eo 



Essays Info 



Wj : Essays 

- [ General Information ^T\ 

Kind: Folder 

Size: S2 KK on disk (26.44 1 bytes) 
Where: MecOSX:Users:robin:Oocumenis: 
Created Fri. Aug 31. 2001. 9:37 PM 
Modihed: Fri, Nov 9. 2001. 12 SS PM 




ne Info pop-up menu. Lock a file (if you have the privileges to 

do so). Locking a file prevents accidental 
changes. No one can prmt a locked file. 



Q Q O constannnople.mov info 




DImenilons: 720 x 480 
Duration: 02*17 



Click the "Play” button to 
play a QuickTime movie 
in the Info window. 



0 Q O LMeOSX2.pdf Info 



ij^l LMBOSX2.pdf 
I Preview 




■ osx 


i 




ROMH wnilllts 


1 


t 

i 

i 

1 




i 

1 



Preview some text documents, PDFs, 
most images, and most movies right 
here in the Info window. 
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^ MOVIE 

Macworld alias.mov 

An alias has a 
tiny arrow in the 
bottom-right comer 
of the icon. Often it's 
very difficult to see! 



Take advantage of aliases! 

An alias is an “empty” icon that represents the real thing. When you double-click 
an alias, the alias goes and finds the real hie and opens the real one. 

Aliases are especially useful for applications. You see, most applications must stay 
in the folder they were installed into because when the application opens, it calls 
upon resources within its folder. If you store the application icon itself (without all 
of its resource hies) in a different folder or on your Desktop, you run the risk that 
the application won’t be able to function properly. That’s where the alias comes in; 
You make an alias, which represents the application, and you can put that alias 
anywhere. In fact, you can make a dozen aliases of the same J^plication and store 
them in all sorts of handy places. When you double-click an application alias, it 
goes into the original folder and tells the real application to open. 

Let’s say you have an application you use frequently — your word processing 
program, for instance. You can make an alias of AppleWorks or Quicken or what- 
ever you use and put it just about anywhere. You might want to put it right on 
your Desktop, in a folder full of application aliases, or in your Home folder. Since 
you can have many aliases of the same hie, you can put aliases to the same item 
in several places. 

Aliases only take up about 2 or 3K of disk space (which is a really tiny bit), so you 
can make lots and store them all over the place, wherever they come in handy. 

You can make aliases of applications, documents, partitions, folders, utilities, 
games, etc. Aliases are wonderful tools for organizing your work — anything you 
want to use is only one double-click away from wherever you are. Remember, an 
alias is just a picture that goes and gets the real hie. 



Using aliases 

Before I tell you how to make them, here are ideas for using aliases so you will 
want to make them (how to make an alias is on the following page). 

■ Store aliases of documents in two or three places at once, including right 
on your Desktop. For instance, you may want to keep budget reports in 
folders organized by months, as well as in folders organized by projects. 
When you update the real document, every alias will open the updated 
document. 



394 




23 ■ Other Things You Might Need to Know 



■ Leave aliases of applications neatly organized directly on your Desktop. 
This makes your applications available to you for the drag-and-drop 
trick of opening files, including files from other applications.You can 
drag any document onto the icon of an application to open the document. 
Many applications can open files created in other programs, so if you 
come across a file from a program you don’t have or perhaps you don’t 
know where it came from, you can drag the unknown file over the top of 
aliases that are sitting on your Desktop. Any icon that changes color when 
you drag the document on top of it will try to open that document. 

■ You might find you use a particular utility regularly. If so, put an alias of 
that utility right on your Desktop. 

■ Put aliases of all your applications in a folder, then put that folder in the 
Dock. When you want to open an application, just press on that folder 
icon in the Dock to get the pop-up menu and choose your application 
from there (shown to the right). 



Automatic aliases 

There are a several places on your computer where the Mac automatically creates 
an alias for you: 

When you drag an item into the Dock, the original item doesn’t actually move to 
the Dock — the Mac puts an alias in the Dock. That’s why you can delete the icon 
from the Dock in a puff of dust and you still have the original file in your folder. 

When you drag an item into any Finder window Toolbar, the Mac automatically 
puts an alias in the Toolbar. 

Recent Places menu that appears in “Save As” and “Open” dialog boxes, as 
well as the Apple menu, uses aliases that are automatically created (you can cus- 
tomize the number of items in the Recent menu: use the General preferences). 

When you drop a file on the Favorites icon in the Toolbar, or when you select a 
file and use the Favorites command in the File menu (“Add to Favorites,” or press 
Command T), the Mac automatically puts an alias of the file in the Favorites 
folder. (See pj^e 53 about Favorites.) 



0 Acrobat 
0 Acrobat Reader 
DropStuff~ 

^ Eudora 
S Fetch 
jJP Final Draft 
Fontographer 
fij^Crab 
@ ImageReady 
^ InDesign 
IS Netscape 
Nisus Writer 
0 OmniCraffle 
W OmniWeb 
@ PageMaker 
Painter 
@ Photoshop 
Quicken 
Si Scrabble 
^ Solitaire 
TextEdit 

Show In Finder 




nis is my folder 
of the applications 
/ use most often. 
Putting all of these 
in the Dock would 
make the Dock too 
small and crowded. 
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Making an alias 

Making an alias is so easy: 

1. Select the item you want to make an alias of (click once on it). 

2. Then choose one of these four easy ways to make an alias: 

a. From the File menu, choose “Make Alias.” 



b. Or press Command L instead of going to the File menu. 



c. Or hold down the Control key and click on the item you want to make 
an alias of. A contextual menu will pop up, as shown below; choose 
“Make Alias.” 




Open 
Show Info 
Move to Trash 



Duplicate 




Copy The Milagro" 




After you choose "Make Alias" the new alias 
will be sitting right on top of the original file. 
Just drag it to where you want to keep it. 



d. Or hold down Command Option and drag the file — if you drag it 
to a different folder or to the Desktop, when you let go you’ll have 
an alias with the word “alias” removed from its name; if you drag to 
somewhere else in the same folder, you’ll have an alias with the word 
“alias” at the end of it. 



You can also make an alias of any open document: 

1. Save the open document. 

2. Drag the tiny picture in the title bar and drop it on the Desktop or in any 
folder. You’ll notice the pointer has a tiny arrow attached to it, which is a 
visual c/wethat you are in the process of making an alias. 

The new alias icon will look the same as the original file and will be named the 
same, with the word alias added (unless you used the Command-Option-drag 
trick). If you want to remove the word “alias,” first move the alias out of the folder 
the original file is in because you cannot have two files with the same name in 
one folder. 

Drag the icon to wherever you want to keep it. Rename it if you like. The new file 
does not have to have the word “alias” in its name. And it doesn 't matter if you 
move the original file — the alias can always find it. 
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Details of aliases 

Making aliases is easy, but here are some details you should understand. 

■ An alias isn’t a duplicate of anything; it’s just a pointer to the real 
thing. If you double-click an alias of Quicken, you’ll open your original 
Quicken application, even if the original Quicken is stored in a completely 
different folder. 



■ If you delete an alias, you don’t delete the original — the original is 
still stored on your hard disk. So you can keep revising your filing system 
as your needs change. Don’t want that alias of Budget Charts cluttering 
up your Project Plans folder any more? Fine; throw it away. The original 
Budget Charts is still where you stored it. 

■ If you put an item into an alias of a folder, the item actually gets put 
into the original folder. 

■ You can move an alias and even rename an alias. The Mac will still 
be able to find the original and open it whenever you double-click on 
the alias. 

■ Even if you move or rename the original file, the alias can still find it. 

■ If you delete the original file, the Mac does not automatically delete 
any of the aliases you created for that file. When you double-click on an 
alias whose original has been trashed, you will get a message telling you 
the original could not be located. 

Finding the original file that is linked to an alias 

Sometimes you want to find the original file that the alias is linked to. For instance, 
maybe you need to get something horn an application’s folder, but you don’t want 
to dig down through all the other folders to get there. 

To find the original file belonging to an alias, follow these simple steps: 

1 . Click once on the alias to select it. 



Important note: An 
alias is not a copy of 
a file— it is just a 
pointer. Although you 
can throw away any 
ab'as, do not throw 
away the original file! 



2. From the File menu, choose “Show Original ,’’ or press Command R. 
The original file will appear in front of you, selected. 
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Customize the Finder window Toolbar 

You can customize the Toolbar to suit your working habits. You can rearrange 
items, remove any of the existing icons, and add icons of folders, applications, files, 
servers, and more. Once you rearrange or add new items to a Toolbar, they appear 
in the Toolbar of every Finder window. 

To rearrange items in the Toolbar: 

Just drag them (for some items you have to hold down the Command key 
and drag). As you drag sideways, other icons move over to make room. When 
you have an item positioned where you want it, let go. 



To customize the Toolbar using the "Customize Toolbar" pane: 

1. Open any Finder window. 

2. Hold the Shift key down and click the Hide/Show Toolbar button. 
Or from the View menu, choose “Customize Toolbar. . . .” 



3 . From the pane that appears, press-and-drag any icon you like into the 
Toolbar and drop it there (if you change your mind, just drag the icon off 
the Toolbar and drop it on the Desktop; it will disappear). 



This little menu 
changes how the icons 
are displayed in 
the Toolbar. Choose 
each one to see how 
it looks. The last one 
you choose is the one 
that will apply to the 
Toolbar when you 
close this pane. 
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This ''Separator'^ icon 
is in the process of 
being dragged into 
the Toolbar. 



Click ''Done'' when 
you are finished. 



©oa 




robin 








on 




a 1! 




A 




Back Vi«w 


; (Disk 


Computer Home 


Favorites 


Applications 


Documenn^^^t 



>^Pictures 

l^Nevv^old^ 



If you add more icons than will fit, a tiny double-arrow icon appears at the 
end of the Toolbar, indicating there are more items in the Toolbar. Click on that 
double-arrow and a tiny menu will appear with the other items listed; you can 
select from that menu. 
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Icons In the Customize Toolbar pane 

Some of the icons in the Customize pane represent items you already have in 
your Toolbar. They exist because it’s possible to remove every single item from the 
Toolbar, even the Back button, and you might one day want something back that 
you previously removed. Below is a list of some items and what they do: 

Path: An open window represents the contents of a disk or a folder. Click the Path 
button to see where the current disk or folder is located. A menu appears, showing 
the folders inside of folders, etc., where the item is stored. Choose any folder from 
the menu to open it. (Clicking this button is exactly the same as Command-click- 
ing on the title bar.) 

Eject: If you click the “Computer” icon in the Toolbar and select a removable 
disk in that window (click once on its icon), you can then click this Eject button 
to eject the selected disk. This button doesn’t work if you select the disk icon on 
the Desktop — you have to select it in the Computer window. 

Bum: If you have a writable CD or DVD drive, you can click this button to begin 
the bum process, as explained in Chapter 12. 

Customize: Click this button to open the Customize pane (the one shown on the 
opposite page). 

Separaton Drs^ this into position on the Toolbar to create a dividing line between 
groups of icons. 

New Folder: Click this to put a new folder in the active window. 

Delete: Click this to delete any selected item(s) in the window. The item you 
delete will go into the Trash basket. 

Connect: Click this to connect to any other computers in your office that are 
already networked. 

Find: Click this to open Sherlock, which you can use to find files on your computer 
or information on the Internet (see Chapter 24). 

Documents, Movies, Music, Pictures, Public: Each of these represents one of 
the folders in your “Home.” Put its icon in your Toolbar, then you can just click 
to access that folder. Or you can drop files onto the icon in the Toolbar and the 
files will actually go into the real folder. 

Defiult set: Drag this entire block up to the Toolbar and it will replace everything 
you have customized and make the Toolbar exactly how it was when you first 
turned on your iMac. 
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View Options 

You can customize the appearance of Finder windows. From the Yiew menu, choose 
"Show View Options,” or press Command]. 

Once this dialog box is open (as shown below), you’ll notice that its title bar 
changes its name depending on which window is active. 'That is, once you open it, 
you can open a whole bunch of other windows and whichever window is in front, 
the one that has the three buttons in color, is the one that this View Options box 
will apply to. Even if you have only one window open, if you switch to another 
folder in that same window, this View Options box will switch to displaying the 
options for the new contents. 

What you see in the View Options box also depends on which view the active win- 
dow is displaying. For instance, if you have a window in Icon View and you click its 
button to change the window to List View, the View Options box will change, as 
shown below. (There are no options for Column View.) 



Choose whether these 
settings afreet just 
the active window, 
or all windows. 



Drag the button 
to adjust the size 
of icons in the 
Finder window. 



Choose a color or 
a picture to fill the 
background 
of a window. 



The View Options title bar shows the name 
of the active window. The changes you 
make in this box will apply to the window 
whose name is in this title bar. 



O 




Unks 



O This winSow only 
•0 Global 



Icon Size: 



Large 



Icon Arrangement: 
0None 

0 Always snap to grid 
O Keep arranged by: 



Name 



> Background 
©White 
0 Color 
0 Picture 



These are the options for a 
window in Icon View. 



Choose which columns 
to show in a List View 
window. 



[W 



robin 



C ) This window only 
^ I Global 



/^how Columns: A 
@ Date Modified 
Q Date Created 
0Stze 
gj Kind 
Q Version 
^Comments 

@ Use relative dates 
Q Calculate all sizes 



icon Size: ^ 

0 0 



These are the options for a 
window in list View. 
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Finder Preferences 

There are a couple of items in the Finder Preferences that refer to using Finder 
windows. These options are global, meaning they will apply to all windows on the 
Desktop until you go back and change them. 



To open the Finder Preferences: 

1. Make sure you are at the Finder/Desktop. Look at the menu bar: 

If the menu item next to the apple is not “Finder,” then click once 
on an empty spot on the Desktop, or click on a Finder window. 

2. When you see “Finder” in the menu bar, click on it and choose 
“Preferences. . . ” from the menu. You’ll get the box shown below. 

■ Whenever you open a new Finder window, it automatically opens to the 
“Computer” level. You probably don’t need to use much on the Computer 
level; everything you need is in your “Home.” In the Finder Preferences 
you can choose to have new Finder windows open to your Home 
level instead. 



■ If you are an experienced Mac user, you’re probably accustomed to a new 
window opening every time you double-click a folder icon, instead of the 
contents of the new folder replacing what was already in the window. In 
the Finder Preferences you can choose to have a new window open 
every time you double-click a folder. 



I If you prefer one window view over another, it might make you crazy that 
you never know what view the next folder will appear in. You can choose 
that all views in the window you’re working in will stay the same as the 
view you have currently selected. 

That is, if you set a window to Icon 
View, all the folders that open within 
that window will be in Icon View. 



©O 



Finder Preferences 



Show these items on the Desktop; 

S; Hard disks 

§• Removable media (such as CDs) 
Sf Connected servers 



These are the options that 
apply to Finder windows, 
as explained above. 



New Ffnder Window shows: 

0Home 
O Computer 

Q Always open folders In a new window 

QKeep a window^s view the same when 
opening other folders in the window 

§1 Show warning before emptying the Trash 
n Always show file extensions 
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Force Quit 

Sometimes an application gets a little squirrelly and you have to force it to quit. 
You might not be able to get to the application’s File menu to choose “Quit,” but 
there are several other things you can do. You can also use these techniques to 
force quit applications that you’re not using at the moment, but that might be 
causing trouble. 

In Mac OS X when one application goes down, it doesn’t take the rest of the computer 
down with it, as happened in previous operating systems. And if you’re a Mac user 
from way back, you’ll be happy to learn that force quit in OS X actually works. 



To force quit an application: 

1. From the Apple menu, choose “Force Quit ” 

2. In the dialog box that appears, click once on the name of the application 
you want to quit. 

3. Hit the Return or Enter key, or click the “Force Quit” button. 



o 



About This Mac 




Get Mac OS X Software... 


System Preferences.. 
Dock 


► 


Location 


► 




► 




Restart 
Shut Down 




Log Out... 






If an application doesn't respond for a while, 
select its name and click Force Quit. 



()fl Grab 
4^ Sherlock 
^ System Preferences 
y TextEdit ^ 

1^ Rnder 



You can open this window by pressing d 
Command ♦Option ♦ Escape. 



Choose “Force Quit. . . "from Choose the application you want to force 

the Apple menu to get the quit, then click the button, 

dialog box shown to the right. 



Instead of going to the Apple menu, you can press Command Option Escape 
to get the “Force Quit Applications” dialog box shown above. (Remember, hold 
down Command and Option, then tap the Escape key. The Escape key is in the 
upper-left comer of your keyboard, and it has “esc” on it.) 
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Or: 

■ Hold down the Option key and press on the application’s icon in the 
Dock (don’t click — hold the button down). The menu that pops up 
typically says “Quit,” but with the Option key down it changes to “Force 
Quit.” Choose that item and it will force quit the selected application. 




✓ Q To Tipperary 



The Dock menu for TextEdit (the selected application) shows ‘'Quit.” 




✓ £3 To Tipperary 



With the Option key down (either before or after you choose 
this menu), ‘Quit” changes to “Force Quit.” 



Relaunch the Finder 

If you have trouble in the Finder (at the Desktop), you can’t quit the Finder. 
But you can relaunch it which might clear up weird little problems you may 
be having. Relaunching the Finder does not affect your other applications or 
open windows. 

To relaunch the Finder: 

1. From the Apple menu, choose “Force Quit. . . ,” 
or press Command Option Escape. 

2. In the dialog box, click once on “Finder.” 

3. Click the Relaunch button. 




Forc« Quit Applications 



If an application doesn’t respond for a while, 
select its name and click Force Quit. 



You can open this window by pressing 
Command'fOptton'KEscape. 



r (p Grab 

System Preferences 
TextEdit 
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Netinfo Manager 

This is the Netinfo 
Manager icon in the 
Utilities folder. 



Log in as the root user 

There is another user on the Mac, called the root user, or superuser. By logging 
into this account, you can change any file on the entire Mac, even system files that 
you as the Administrator are not allowed to touch. By default, the root account is 
disabled in Mac OS X because it is phenomenally easy to destroy your entire system 
with the click of a mouse. But sometimes you try to throw away items you created 
or you might try to install software into the Applications folder and the Mac yells 
at you that it’s not possible, usually because you don’t have sufficient privileges. 
And you wonder, “Well, I’m the only person who has ever used this machine — if 
I don’t have privileges, who on earth doesl? ” This is when you might have to log 
in as the root user. It’s not something you want or need to do often, and you don’t 
want to leave your computer sitting around with the root user available because as 
the root user, you (or anyone using your machine) has access to read, write, and 
destroy any file on the Mac, including all other user files. 

But if you need to do it, log in as the root user, do what you need to do, then log out 
and disable the root user when you’re done. You must know the Administrator’s 
short name and password to do this. 

To enable the root user and log Ins 

1. Click on the Applications icon in any Finder window, or go to the 
Go menu and choose “Applications.” 

2. In the Applications window, open the Utilities folder. 

3. In the Utilities window, find and double-click “Netinfo Manager.” 

4. In the Netinfo Manager window, click the padlock icon in the 
bottom-left comer. 

5. In the dialog box that 
appears, type in the 
short name of the main 
Admin of the Mac, plus 
that Admin’s password. 

It must be the name 
of the main, original 
Administrator — not 
a user who has been 
granted administrative 
status. Click OK. 



Q Q Q local ^ tocalhosLcybernigsa.co[n - / 



Directory Browser 




P 

/ 


/ ► 


eh>user.ellues > 
aliases ^ 

conhg 




Directory: / 


groups 




Property 


vatucff) 






locaihost/Jccal 






v'3)ue> 




the lock to meke changes. 


A 
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6. From the Domain menu, slide down to “Security,” and 
then choose “Enable Root User,” as shown to the right. 

(If the root user has already been enabled, this item says 
“Disable Root User”; skip to Step 9 ) 

7. If there is not a root password already, you will be asked to 
create one. Use the standard password guidelines: difficult 
to figure out, a combination of letters and numbers, no 
non-alphanumeric characters, no spaces, etc. Capital 
letters and lowercase letters are different characters in a 
password. Write this password down somewhere!! 



Domain 



Open... 


XO 


Open By Tag... 


0X0 


Open Parent 


OXP 


Close 




Save 


XS 


Revert to Saved 


XU 


View 


► 


Deauthenticate 


Servers... 


i Root Password... 


Manage Domains 




Save Backup... 


■ 


Restore From Backup... 


Page Setup... 




Print... 


XP 



After you type the password the first time, you’ll be asked to type it again 
to verify it. Click the Verify button. 

8. You have now enabled the root user. The padlock in the Netinfo 

window will automatically shut — you’ll get a message that you must 
“re-authenticate” to make any more changes. Quit Netinfo. 



iQOQ 

I iM 

ShowAll 



Ijogin 

« A e 

Oi&piAys Sound Network Startup Oiik 




9. Next you need to log out so you can log in as the root user. But before 
you log out, go to the Login preferences pane (in the System Preferences). 
Click the “Login Window” tab. 

10. Check the “Display Login Window as” radio button to display “Name and 
password entry fields.” Or, if you want to keep the list of user accounts 
that displays the photos the users have chosen, then check the box to 
“Show ‘Other User’ in list for network 
users.” Either choice will give you an 
edit box where you can log in as the 
root user. 

11. From the Apple menu, choose “Log 
Out. ...” In the Login window that 
appears, type “root” as the user 
name, and type the root password 
you assigned earlier. Voila. You can 
now delete files that you weren’t 
allowed to delete earlier. Be careful. 

12. When you’re finished doing your 
root business, log out, log back in as 
yourself, and disable root access in 
the Netinfo Manager (Steps 1-6). 



This option is 
active when you 
choose the 
"List of users"\ 
radio button. \ 



Sf Autonrtatically log in 



Nam«: robin 
Password: 









Display Login Window as; 0 Name and password entry fields 

O List of users with accounts on this computer 
rnshow “Other User* in list for netwotk users ******* 

% Show password hint after i attempts to enter a password 
A hint can be created In the Users pane. 






Click the lock to prevent lurther chonges. 
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Locking a file 

You can see information about every file icon in a Show Info window (details 
about Show Info are on page 392). One of the things you can do in a Show Info 
window is lock a file so no one can make changes to it. 

To get a Show Info window: In the Finder, click once on an icon, 
then press Command I, or go the the File menu and choose “Show Info.” 

There is a “Locked” checkbox in the lower-left comer of the Show Info window. If 
you check this box (click once on it), this file cannot be renamed or inadvertently 
thrown away — as soon as it hits the Trash, a dialog box comes up telling you a 
locked file cannot be thrown away. It also becomes a read-only file: anyone can 
open and read the file, but no one can save any changes to it. You can’t even change 
the Show Info comments. This is handy for sending around copies of a document 
and ensuring no one accidentally changes anything. 

To lock the hie, click in the checkbox. 

To unlock the file, click in the checkbox again. If there is no ✓, 
the file is unlocked. 



Tip; If Mac os X yells 
at you because a file 
is locked, but the 
"Locked" button is 
not checked in 
Show Info, it may 
have been checked 
in OS 9 in Get Info. 
Restart your Mac in 
05 9, unlock the file, 
then go back to OS X. 



0 Q Info: H olida y Letter 
Holiday Letter 



Show: r^ncral Information 






Kind: Document 

Size: 1.1 MB on disk <1,199.984 bytes) 
Where: Mac OS X/Users/robin/Oocuments/ 
Created: Wed. Apr 25, 2001, 11:25 PM 
Modified: Sun. Aug 12. 2001. 11:26 PM 




Dear kids, please read this letter and let 
me know if you want any changes made. 




If you look very closely at 
a locked file, you 'll see a 
tiny padlock in the lower- 
left comer. 




This message can mean a file is locked. 



As you can see, this isn’t a very secure way to safeguard a file — all anyone has to 
do is Show Info and unlock it. It’s just a way to prevent things from happening to 
the file accidentally. 

You’ll find there are a number of files you cannot lock, including all of your Home 
folders. Apple is trying to protect you from yourself. 
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Moving icons 

To move Icons, simply press-and-dr^ them. You can put any icon into or drag 
any icon out of any folder icon. 

■ When you drag an icon (or any file, no matter what it looks like) from 
one place to another on the same disk, the computer moves it to the 
other place. 

■ When you drag a hie from one disk to another fKsk, the computer 
copies it to the other disk. For details about copying, see Chapter 12. 



Creating your own icons 

You can create your own Icons and apply them to any existing icons, and you 
can copy icons from one hie and apply them to another. 

■ Open an OS X graphic program like AppleWorks (paint or draw). 

Or use any clipart or photo image instead. 

■ In the graphic program, create the little picture that you want as your 
icon. No matter what size you make the art, the Mac will reduce it to an 
appropriate size as it becomes the new icon. But if you make it too large, 
it will be unrecognizable when reduced. 

■ Select the image you created or found; copy it (firom the Edit menu). 




Ryan's Writings 

/ changed the 
standard folder icon, 
above, to a photo of 
Ryan, below. 




Ryan’s Writings 
This is actually 
a folder. 



■ Go back to a Finder window. 

■ Click once on the icon whose picture you 
want to replace. From the File menu, choose 
“Show Info” (or press Command I). 

■ Click once on the icon that appears in the 
upper-left of the Show Info window 

(to the right, circled). 

■ From the Edit menu, choose “Paste” 

(or press Command V). 

■ Close the Show Info window 
(press Command W). 



Click here to 
select the icon’s 
image, either 
to paste in a 
new one or to 
dear out an 
existing one. 




Info: Ryan’s Writings 



i dan’s Writings 


1 


General Information 


_2*j 



Kind; Fotd«r 
Sin: CatcuUting Size 
Whtrc: Mac OS X/Uscrs/robin/Ptcswcs/ 
Crcactd. Tut. Sep 4. 2002, 9:14 PM 
Modified: Tue. Sep 4. 2002. 9:14 PM 




To change an Icon back to the original, select its tiny icon in the Show Info 
window; from the Edit menu, choose “Cut.” The original icon will reappear. 
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The "Classic" environment 

Mac OS X is a fabulous operating system. But at the moment, there are many 
applications that can’t run in OS X because every application has to be rewritten 
for the new system. So, when necessary, applications that can’t run in Mac OS X 
will automatically open in Mac OS 9. These applications are considered “Classic 
applications.” 



Opening Classic 

If you double-click on a Classic application, it will open OS 9 for you, but I’ve found 
there are fewer problems if I open Classic first, and then open the application. 



♦ / * 

System Preferences 
icon. 




Classic 



To open the Classic environment: 

1. Open System Preferences: either click on the icon in the Dock, 
or go to the Apple menu and choose “Preferences. ...” 

2. In System Preferences, click on the Classic icon, or choose “Classic” from 
the View menu. 

3 . In the Classic preferences pane, click the “Start” button. It takes a minute 
or two for Classic to get up and running. 



Classic icon. 



If you want Classic to 
start up everytimeyou 
turn on your iMac, 
check this box. 



©O 



Classic 



C3 



s ft 0 

Shew All Displays Sound Network Startup Disk 
f Start/St6p~ ^ Advanced \ 



Classic is an environment for running Mac OS 9 applications. It starts 
automatically when a Classic application is launched, or it can be started here. 



Classic IS not running 

Select a startup volume for Classic: 



I Work Projects 
Applications 
Mac OS 9 

Mac OSX 



in 



Q Start up Classic on login to this computer 



(C 



Start 



Click Start to start the Classic environment. 






Restart 

Force 
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4. While Classic is starting, you’ll see the small window shown below, with 
the status bar telling you how much more time it will take, relatively. 

If you want to see the whole “Desktop” and the extra files that are 
loading into Mac OS 9, click the triangle in the bottom-left corner of 
this small window. 




5. You’ll see the OS 9 Desktop as it loads, as shown on page 24. 



Some applications are what’s called “Carbon,” which means they can open in both 
Mac OS 9 and OS X. Sometimes an application is capable of opening in OS X, but 
some of its features depend on “extensions” installed in Mac OS 9- In this case, 
you need to open the application in Classic (Mac OS 9) to get full functionality. To 
force an application to open in Classic, use the Info window; single-click on 
the application icon to select it, then press Command I to open the Info window, 
shown below. 



Check this box to force the Carbon 
application to open in Classic. 



0 Q C DropStuff Info 



DropStuff 

r^eneral Information ~m 
Kind: AppUcation 

Size: 868 KB on disk (888,596 bytes) 
Where: Mac OS X JVppticaiions:Stufht Lite 
6.S: 

Created: Fri, Sep 14. 2001. 12:00 AM 
Modified: Fri, Sep 14, 2001, 12:00 AM 
version: 6.S. Copyright O 1990-2001 
Aladdin Systems, inc 
Part of Stuffit Lite 6.5 

^0OpcrHr^h^IaIsicTn^ 

Comments: 



If you have Mac OS X on your machine but you start up your Mac with OS 9 most of 
the time, you’ll need to know lots more about OS 9 than we can tell you in this book. 
If so, please read The Little Mac Book, seventh edition, from Peachpit Press. 
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Apple System Profiler 



Apple System Profiler 

The Apple System Profiler (in your Utilities folder) is the place to go to find out 
your Mac’s serial number, all the details about your hardware and software, memory 
chips, every application on your hard disk, and more. You won’t need to use it very 
often, but it’s good to check it out so you know what information is available here. 
If you ever have to call tech support, they will probably ask you to open this. 



Apple System Profiler 



I p^System Profile" ^ P^^es and Volumes | Frameworks ^ Extensions Applications ^ ! 



QT23SRLF44 

T Software overview 

Mac OS overview System 

Stanup device Name: 

▼ Memory overview 

► BulH'In memory: 768 MB 

Video memory. 32 MB 

L2 cache. 2S6K 

▼ Hardware overview 



Mac OS X 10.1.4 (5Q12S) 
Macintosh HD 



Machine ID: 406 


Processor Info: 


PowerPC C4 


Model name; 


Machine 


800 MHz 



Network overview 

Ethernet Where; 



buitl-ln 



Address. 00.03.93.7B.d9.ac 

Broadcast address. Not available 
Ethernet Where; Wireless 

Address: 00.30.6S.ld.de.b3 

Broadcast address 192.168.2 S4.2SS 

▼ Production information 

ROM revision: 

Boot ROM version: A3AfZ 

Serial number QT23SR-LF4-ffl2-4-2 

Software bundle; Not applicable 

Sales order number: Not applicable 



Flags: Multicast, Simplex. Running. b6. 

Broadcast. Up 
IP Address; Not available 
net mask. Not available 
Flags: Multicast, Simplex, Running. b6. 

Broadcast. Up 

IP Address; 192.168.2S4.16 
net mask: 2SSJJS5.255.0 



This ''System Profile” pane shows me which version of the software this 
computer is running, how much memory it has, what kind of keyboard 
I have, my serial number, and more stuff that I don 7 even know what it is. 
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Jh-cr/ock 

f in J it on Your iMac 
or on th€. Wc.L 



If you click the Sherlock Holmes hat you see in the Dock, you’ll get the application 
shown below, called Sherlock. Sherlock is the tool you use to find any file on your 
hard disk, or to find things on the Internet like old friends, shopping bargains, 
definitions of strange words, research articles, entertainment, and more. 





Click any of the other ''channels'' to log on to the Internet 
(providing your connection is set up first) and find 
various sorts of information. 



email/Intemet service, 
you must first open 
and log on to AOL 
before you can use 
Sherlock to search 
the Internet! 
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Channels 













f r 






% 















Wheti you position 
the pointer over a 
channel, a Help tag 
appears that tells 
you ivhat that 
channel is for. 



The buttons across the top of Sherlock represent what Apple calls channels, or 
customizable sources of information. Position your mouse over any of the buttons 
and pause a few seconds — a hint, called a “help tag,” appears that tells you what 
that channel can help you find, as shown to the left. Try it. 

Across the row in the example below, the channels are Files, Internet, People, Apple, 
Shopping, News, References, Entertainment, and a channel called My Channel that 
you can customize. Plus there are empty slots where you can add other customized 
channels and your own icons. 



Click on a channel to select it; the 
contents in the middle panel will 
change with each charinel. Try it. 



This is the Search button. 
After you have typed in a 
request, click this button to 
have Sherlock find it. 



This channel is selected (notice 
the slightly darker shade). 



In this edit box, type m 
what you want to find 
(details on opposite page). 



Depending on the channel you 
choose, you 7/ have different 
options in this middle panel. 
Click different channels, above, 
to see how the list in this panel 
changes. Sherlock will search only 
the items that are checked. 

After a search, the results will 
appear in this middle panel. 



eoo 



Sherlock 



• & * f 



% 



■ jpapyrusl 



0 File Names O Contents O [ Custom 




9 tC robin Indexed Thu. Sep 13. 2001, 1:49 PM 

9 ^ Robin’s Hard Disk Can’t Index this volume. Add folders and Index them. 



Find items whose file name contains 'papyrus' 



O 



Q> 



The information in 
this lower panel is 
different for 
different channels. 
The details of 
selected results 
will appear here. 



Drag on this little 
icon or the similar 
one toward the top to 

resize the panels. 

Drag on this comer to 

resize the entire 
Sherlock window. 
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Find a file on your hard disk 

A file is anything on your hard disk. Documents, folders, applications, fonts — 
everything is considered a file. Every file on your Mac is represented by an icon 
and has a name. Sherlock can find files by their names. 

To search for a file on your hard disk: 

1. From the Dock, click the Sherlock icon (shown to the right). 

Or go to the Desktop and press Command F. 

2. Click the first channel button, the one with the picture of a computer 
(circled, below; it’s probably already selected). 

3. In the middle panel of the window you’ll see the name of your hard disk 
and Home, as shown below. Depending on how your computer is set up, 
you might see other items in that panel, such as any "partitions” you 
might have, or any disks that are mounted (CDs, Zips, etc.). Make sure 
there is a checkbox in any disk you want to search. 

4. In the edit box (see below), type a word that is in some of the file names 
on your computer. For instance, type “letter” or “setup.” 

5. Make sure the round radio button for “File Names” is checked 
(shown below). 

6. You’ll notice in the lower panel that Sherlock reiterates what you are 
looking for. 

7. Click the Search button (the round, green one with the magnifying glass). 
Then turn this page and continue. 



This is the She7iock 
icon in the Dock. 



Tips: It doesn't 
matter whether 
you type capital or 
lowercase letters — 
Sherlock will find 
"Love Letter" even 
if you search for 
"love letter." 

Spaces, however, do 
matter. That is, "love 
letter" will not find 
"loveletter. " 

If you don't know the 
exact name of the file, 
just type any part of 
it that you think is in 
the file name, such 
as "love." 



Type your request 
in this edit box. 



Make sure this 
button is selected 
so Sherlock will 
search for your 
request in a file's 
7iame (as opposed 
to its contents). 



i 



Choose the Files channel to search for files on your hard disk. 



©AO 




a « 






^ papyru s! 

■ ® File Names O Contents O f CuVtom 




■ On — • iO BW • — Index St atus , . 

I ^ ff robin Indexed Thu. Sep 13. 2001. 1:49 PM 

< 0 S Robin's Hard Disk Can't Index this volume. Add folders and Index them. 



1 Click this button 
i to search. 



1 Find items whose file name contains 'papyrus' ■ 



j Right now this panel 
j reminds you of what 
j you are looking for. 
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Opening a found file 

Sherlock will take several seconds to search your entire hard disk. The results will 
look something like those shown below. In the middle panel of the window is 
a list of all the files that have your request in the file name; click once on any 
one of those files, and in the lower panel, Sherlock will tell you where that file 
is stored. 



When necessary, click this Back button to return to the list 
of volumes you just left, T!)ere is no ''Forward” button to 
return to this window — you'll just have to click the Search 
button again. 



Click once on the file 
you were looking 
for, and in the lower 
panel you'll see 
exactly where tlyat 
file is stored. 



doo 



Sherlock 



9 ^ t 



tl ■ ^ 




Q |)apyrus 



0 File Names O Contents 



O ^ Custom 










\ Kind ^ Size ' Date Modified 




J[‘ Papyrus.dfoni 

-1 

j 


Data-Fork TrueType Font 136KB 8/20/02. 3:53 AM 

Rich Text Format (RTF) document 4KB 9/5/02. 4:36 PM 


1 

1 


n 



Quick search tip: 

If you're looking for a file 
you created or worked on 
today or yesterday try the 
"Custom..." menu. 

®i ✓ Custom 

I Applications ^ 

Larger than 1MB 
Modified today 



Modified yesterday , 



Edit... 



^tems Found: 2 ^ 


*== ■ 


Robin's Hard Disk 
Iji Users 
‘J5 robin 

Documents 
pi Ryan's Essays 
1 ^ Papyrus Talcs^ 





Click on any of these 
column headings to 
organize the content 
by that heading. 



disk named "Robin 's 
Hard Disk.” 



This example shows that the 
selected file "Papyrus Tales” 
is in a folder called "Ryan 's 
Essays, ” which is in the 
folder "Documents, ” which 
is in the home of "robin, ” 
which is stored in the "Users” 
folder, which is on the hard 
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Once you have located the file you want, there are several things you can do. First, 
click once on the file name in either the middle or the lower panel of Sherlock to 
select that file. Then do one of the following: 



■ To open the file, double-click the file name, or single-click the 
file name to select it and press Command 0. This will, of course, 
also open the application that the file was created in. 

■ To open the folder in which the file is stored, press Command E. 

■ To print the item (if it’s a document), press Command P. 

■ To move the item, drag it to wherever you want, outside 
of Sherlock. 






New Window 


XN 


Open Item 






bb 


Open in Ne-.v Browser W.ndcr.v 


XB 


Print Item 


XP 


Move to Trash 


X^ 


Close Window 


xw 


Show Original 


XR 


Save Search Criteria... 
Open Search Criteria... 


XS 



■ To copy the item, hold down the Option key and drag the file somewhere 
outside of Sherlock. 

■ To delete the item, drag the file from the window to the trash basket, 
or select the file and press Command Delete. 

■ To find the original of an alias, select its icon and press Command R. 



Tip: Click on a file 
name to select it, then 
go to the File menu to 
see what your options 
are for that particular 
type of file. 



For the following technique, you must select the file in the middle panel — 
it won’t work if you select the file in the lower panel. 

▼ To make an alias of the file, hold down the Command and Option keys 
and drag the file to the Desktop or into a folder; let go and 
an alias will appear (see Chapter 23 for information about aliases). 



Do a new search without losing the previous search 

After you’ve done one search, you can start another without eliminating the 
search criteria or the results from the first search. Just go to the File menu in 
Sherlock and choose “New Window,” or press Command N. You can have any 
number of search windows open at the same time. 

How to quit Sherlock 

When you want to put the Sherlock window away, click in the little red button in 
the upper-left comer of the window. 

When you want to put the Sherlock application away (that is, you want to quit) , press 
Command Q or choose “Quit Sherlock” from the Sherlock menu. 
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Search a specific folder 

Sometimes you want to search one particular folder or several folders instead 
of every mounted disk. That’s easy to do. (Sherlock calls all folders or disks 
“volumes.”) 



To search a particular folder: 

1. First; 



■ Either find the icon for that folder on your Desktop or in a Finder 
window. Drag the folder icon and drop it in the middle panel of the 
Sherlock window. 

■ Or from the Find menu in the menu bar across the top of the 
screen, choose “Add Folder. . . .” Then use the dialog box to navigate 
to the folder of your choice. Select the folder and click “Add.” 

2. Back at the Sherlock window, make sure there is a check in the box 
next to each folder you want to search. 

3. Continue with the search as you did on the previous pages. 



This shows that of the 
various “volumes" available, 
Sherlock will search only the 
folders called “Documents" 
and “Personal Stuff." 











j 




umig 




y 




1 


■y»' jOearJohn 








SI 


0 File Names 


0 ConieiJts 0 ( Custom 




i 




Index Scacos 












Sh«dodc 



3 Documents Indexed Thu, Sep 13, 2002. 1.49 PM 

3 Personal Stuff Indexed Thu, Sep 13, 200Z 1.49 PM 

O ({I robin Indexed Thu, Sep 13. 2002, 1.49 PM 

O ^ Robin's Hard Disk Can't Index this volume. Add folders and index them. 



Find (terns wrhosc hie name contains ‘Dear John* 






Drag the icons 
of the folders 
you want to 
search and 
drop them in 
this space. 



To remove a folder from Sherlock: 

1. Select the folder you want to remove. You must select the name of the 
folder. That is, clicking in the checkbox does not select the folder to 
remove it. 

2. From the Find menu, choose “Remove Folder.” 
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The Contents button and indexing 

Sherlock will search through the contents of most text files. For instance, maybe 
you’re working on a research project and you’ve created dozens of files on the topic 
of chess. You want to find all the papers in your collection that mention “en pas- 
sant.” That’s when you click the “Contents” button; instead of searching for just 
the name of a file, Sherlock will actually read the contents of files. For instance, 
you might have written an article that you named “Special Moves in Chess,” and 
in the article itself you wrote about the en passant move, but you also mention en 
passant in three other articles with different names — Sherlock will find every file 
that includes the phrase “en passant” in the text. 

BUT Sherlock cannot search the contents of your files until it has first indexed 
every file. That is, Sherlock has to read every file on your computer and then 
organize every word into a database that it can search when you request it. 
Logically, if you write more articles after Sherlock has indexed the files on your 
hard disk, Sherlock has to index things again to update and add those new files 
to its database. 



Sherlock cannot 
search the text in 
every file. It can 
search files saved 
in Rich Text Format, 
Plain Text, most 
PDF documents, 
and some 
word processing 
documents. If you 
have lots of files 
you want to search 
atid Sherlock 
can’t do it, buy 
Adobe Acrobat 
and learn to use 
it. It’s amazing. 



0 0 0 Sherlock 





^ & 




f ' 


' 1 i' 


[m 




• 1 

{ 

t 




O File Names © Contents O rCustom 



j On Index Status 


0 (3 Documents Indexed W< 

Sf pi Personal Stuff Indexed W« 

0 robin 

0 Robin's Hard Disk ^Can't Index 


jd.Sep 12. 2001, 10:43 PM 
*d. Sep 12. 2001. 10:43 PM 
Sen 17 7001 10 04 PM 
; this volume. Add folders and index them. 








SaBK 











1 



i 

1 

\ 



Users (like you and me) are not allowed to change the '‘first 
lever of the computer; the first level is the hard disk or parti- 
tion that holds the operating system. Because a user can ? 
change it, that level cannot he indexed. As the note says, 
you can add individual folders from that disk into Sherlock 
(as explained on page 368) and index the individual folders. 
(Tl)is message does not mean to add folders to that disk.) 
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To search the Internet, 
Sherlock has to go to 
the Internet, which 
means you must 
have your Internet 
connection already set 
up and working before 
you use this feature 
of Sherlock, 



Internet 



People 



Apple 



Shopping 



News 



Reference 



Entertainment 



When you choose 
any of the Internet 
channels and go to 
the web, you 7/ get 
advertisements in 
the very bottom 
portion of Sherlock. 




Find something on the Internet 

Besides searching your disk, Sherlock will also search the Internet and the web. 
Each of the buttons across the top of Sherlock is called a “channel.” Each channel 
is set up to search specific areas of the web (except the very first channel, which 
finds files on your computer). When you click on a channel to select it, you’ll see 
the middle panel of Sherlock change to fit the channel’s specifications. Try it. 

To search the Intemett 

1 . Open Sherlock (click the Sherlock Holmes hat in the Dock or press 
Command F when you are at the Desktop). 

2. Click once on the “Internet” channel (the globe). 

If you are looking for a person, click the “People” channel button instead 
of the “Internet” channel. If you’re looking for news, reference material, 
or Apple support information, click the appropriate channel. If you want 
to go shopping, take a look at pages 420-421. 

3. TVpe in the item you wish to look for. If it is a phrase, put quotation 
marks around the phrase; for instance, if you are looking for a recipe for 
chocolate pecan pie, type “chocolate pecan pie” in quotes. 

If you don’t use the quotes, Sherlock will find every web p^e with the 
word “chocolate” on it, plus every page with the word “pecan” on it, 
plus every p^e with the word “pie” on it. But with the phrase enclosed 
with quotes, you should only get pages that contain the entire phrase 
“chocolate pecan pie.” 

4. Click the Search button (the big one with the magnifying glass). 

If you have a full-time connection, Sherlock will jump on it and do 
the search. 

If you have a dial-up account, Sherlock will log on to the Internet 
through your ISP (Internet Service Provider). 

If you use aol you must first open and log on to aol before you click the 
Search button. 

5. You will get a list of “results,” as shown on the opposite page. Click once 
on a result, and details of that web page will be displayed in the lower 
panel (also shown). 

6. To go to that web page, either double-click the title in the middle panel 
of Sherlock, or single-click the underlined link in the lower details panel. 
Read the captions on the opposite page. 
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2. Click the channel that you want to search. 

Shcrtock 



3. Type in 6 0 0 
what you* re ' 

looking for. 



4. Click the 
Search button. 



'chocolate pecan pie* 



5. Click once on 
a result to see 
details below, 
or double-click 
to go directly to 
that web page. 



^ Recipes - Bourbon and Chocolate Pecan Pie 
^ Chocolate Pecan Pte IV 
Hjf Chocolate Pecan Pie 

Recipes for Chocolates by... -RICH CHOCOLATE PECAN P 
B TheNutritionCuys.com - ...upplements Just for Women 
B Leite's Culirtana; Food Art...s, Recipes and Cooking Tips 
B Tfic James Beard House Recipe Collection 

a: ChocotattPe^He 

B Chnstmas(soon) 1 

B Chocolate Pecan Pie M 



southernfood.about.com 



www.pierecipe.com 
www.geocities.com 
www.ichef.com 
www.nutrltionguys.com 
www.leitesculinaria.com 
www.ieitesculinaria.com 
www.leitesculinaria.com 
JoycesplaceO.tripod.com 
www.beanan . bistro.com 



Using the 
scroller or 
arrows, scroll 
through this list 
of results. 



1 84% Chocolate Pecan^ 



This classic by Chef Jimmy Ban Heaven on Seven ii 
chocolaty glory. It Just cries our... 

URL www.ieitescultnaria.com/reclpes/^c.pecan 4 )ie.hti 
Translate Rflatrd pages \ 



icago is a real American -styte dessert in ail its gloppy 



6. To go to 
this web page, 
single-click 
this link. 



To resize the 
results and the 
details areas, drag 
this little symbol. 



To resize the entire 
window so you can see 
the names of pages and 
the addresses better, 
drag this comer. 



If you see a link that says 
*Tind similar pages” or 
^Related pages,” click it 
to get a list of more 
results that match the 
selected web page. 



Tip: Each time you click on a link 
to go to that web site, the new 
web site replaces the previous 
one. If you want to open multiple 
browser windows so you can view 
several web pages, select the result 
in the middle panel, then go to 
the File menu and choose "Open 
in New Browser Window, " or press 
Command B. You can have as 
many browser windows open 
as you want 
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Shop on the Internet 

Sherlock doesn’t just find items for sale on the Internet — it actually provides you 
with their prices and availability. Amazing. 

Keep in mind that what Sherlock finds is dependent on what is offered for sale 
through the selected search sites; in the case of the Shopping channel, you can 
see below that Sherlock is only looking through selected sources. That is, if you 
want to compare prices of a down jacket from Lands End, L.L. Bean, and Orvis, 
Sherlock is not the right tool to use. But considering there are literally millions 
of items for sale in the search sites listed in Sherlock, it’s not a bad place to look 
for many things. 

Search using the Shopping channel just as explained on the previous pages: 

1 . Click the Shopping channel button. 

2. Type in your request (use quotation marks for phrases). 

3. Click the Search button; wait for the results. 

4. Double-click the result of your choice to go to that web site, OR: 

5. Single-click your choice to see more details in the lower panel, 
then if you still want to go to that site, click the link in tlie lower panel. 




'scrying mirror 



tt 1-800 nowers.com 
0 Amazon.com Auction 
0 Amazon.com Books 
@ Amazon.com Music 
Amazon.com Video 
o Barnes and Noble 
O CNET Shopper 
^ eBay 
Eye Wire 
iSk CEMM 
g REI 
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Sherlock 



scrying mirror'’ 



Price Availability 



BEAUTIFUL RED STREAKED SCRYING MIRROR 



ELEGANT!! Pivot Scrying Mirror by Amystical 

A iiMQCkAU! Sciylhg ^ 

■f ft s e Rv i N O'w m Re R am p ift ee t ua e Ho lder 

^ SCRYING MIRROR IN STAIN GLASS 
Qi SCRYING MIRROR IN STAINED GLASS/ROUND 
^ Scrying Mirror 

UNUSUAL SCRYING MIR... ANGEL/CHERUB FRAME 



5710402 MACICKAL!! Scrying Mirror Set! 



IS S45.00 0 03/24 19:48 



©eBay item 5710402 



[© Mtp://c^l.»bay.oom/<v-cgl/»B*y>SAPI.dll?Vi»wHfm&HttT>«57t0402 



home I mv eBay | site map | son in 



Sell H Sennces || Search | Help || Community 



BiAGlCKALU Scrying Mirror Set! 



Item #5710402 



D^ending on tvhich 
web site you go to, 
you can choose to 
buy (or in the case 
of eBay, bid on) the 
selected item. 



C^unently $45.00 

Quantity 1 

Time left 5 days, 9 hotirs + 



Fujtbid $45.00 
# of bids 0 bid hntoiy 

Location Texas 
Countiy USA 



Started 

Ends 



Seller Coating) 



High bid 
ftiyment 



VatyWasleiCAid. Money QdeuC«sh»js Checks. Ranonal Checks. See item desenphon for 
payment metliodj accepted 



Interne! roo» 



...:06 


cgi.ebay.com 


...13 


cgi.ebay.com 


...:06 


cgi.ebay.com 


...;48 


cgl.ebay.com 


...;14 


cgi.ebay.com 


...:43 


cgi.ebay.com 


...:35 


cgi.ebay.com 


...;17 


cgl.ebay.com 


...:55 


cgi.ebay.com 







ft 




a Q 




j Beck Fcrv*r/1 S»o^ 


Refresh 


Home 


? AutoFill 


Print Mell 


s 
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Boolean operators 

The intimidating term “Boolean operators” (good name for a rock band) simply 
refers to using words like AND, NOT, and OR in your search. For instance, in 
the example below, I was able to find only research information that had the words 
“Mary Sidney” plus the word “Countess” on the page. If I did a search for just “Mary 
Sidney,” I would have gotten a huge number of genealogy sites in the results. 

Most of the search engines on the web use Boolean operators. For more informa- 
tion, go to just about any search engine site and click the “Help” button or the 
“Advanced Search” button, and look for information about Boolean operators. 




9 B Britannica.com 

Q ^ Dictionary.com 

S Cfl Encyclopedia.com 

Q hiS Stuff Works 
E3 16 Roget's Thesaurus 



built-in 

built-in 

built-in 

built-in 

built-in 
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anJ a Port? 




This chj^ter describes those places on the back or side of your computer where you 
plug things in (ports) and the things you plug into them (peripherals). You 
can spend years on your iMac without knowing the information in this chapter 
because one of the greatest things about the iMac is that if a cable fits into a port, 
it’s the right match. It’s not possible to plug something into the wrong place. So 
you don’t really have to know anything about the back of your computer — if it 
fits, plug it in and move on. But when you get to the point where you want to know 
the difference between a FireWire port and a USB port and an Ethernet port, then 
dive into this short chapter. 




25 ■ What's a Peripheral, a Hub, and a Port? 



Tip: To find out 
the latest information 
about iMac peripherab 
and adapters and 
everything related, 
go to 

www.madntouchxom/ 
imacusb.html. 
Abo check the Apple 
site at www.apple.com. 



What is a peripheral? 

A peripheral is any item (or “device”) that is outside of the main computer 
enclosure, but attached to it. Your mouse, keyboard, and printer are actually 
peripheral devices. Scanners and external hard disks are peripherals. If you have 
the Apple Pro Speakers, they are peripheral devices. 

What is a port? 

A port is a socket, a kind of receptacle, on the back of a computer (or on the 
backs of peripheral devices). The port is where you connect the peripheral device. 
A port is very different from a regular socket like electrical sockets in the wall, in 
that information goes both ways through a port. A wall socket sends power in only 
one direction — to a device. A port sends information back and forth between the 
computer and the device. 



There are lots of different kinds of ports, and peripherals are made to match a 
certain port type. For instance, you might have USB ports, to which you can only 
connect USB devices, such as USB printers. 



The cables that connect peripherals to your iMac (or to another peripheral) have 
connectors on the ends. The connectors match the ports. On an iMac, if the connector 
matches the port, it works. You can’t plug a connector into the wrong port. 



Below are pictures of all these ports so you’ll know exactly what you have. 




External monitor 



Ethernet 



Modem 



Security lock 



Apple Pro 
Speakers 



Power 

connection 



Power 

button 



Earphones 



FireWire 
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What is USB? 

You’ll probably hear the term “USB” often, as well as “peripheral.” The acronym 
USB stands for Universal Serial Bus (which you don’t have to remember). A “bus” 
is the system of wires, ports, and programming that a computer uses to connect 
peripherals and communicate with them. Until the iMac, Apple used a different 
sort of bus on Macintoshes, and so this switch to the USB is a big deal; it’s the new 
technology that many (especially older) peripherals can’t connect to. 

On the iMacs with the flat screen, all the ports are on the back side, as illustrated 
on the opposite page. You’ll plug all of your peripherals into this place. The USB 
ports are the rectangular ones in the middle. Notice you have three of them, and 
your keyboard is already plumed into one. Your printer, one that either has a USB 
connector or uses an adapter, will plug into the other port. 



What is a connector? 

Connectors are the parts on the ends of the cables that actually make the con- 
nection to the other device. The connector is the part that tells you what kind of 
cable it is — an Ethernet cable has a very different connector from a FireWire cable, 
which is very different from a USB cable (as illustrated on the following pages). 

Every connector is either male or female; take one look and you can guess 
why. The male or female shape is a very important identifying feature. When you 
start connecting lots of things together (like to project a presentation from the 
computer to a large wall screen), you will find yourself looking for either a male 
or female connector. 

Another identifying feature of connectors are the pins, or slender metal prongs 
on the male versions (not all connectors have pins). 'The number of pins is par- 
ticularly useful in describing what you need. For instance, I once needed a cable 
for a video card that I installed in my computer. I didn’t know exactly what kind of 
cable I needed, so 1 counted the little pin holes and told the guy I needed a 15-pin 
connector and he thought I knew what I was talking about. 

The shape is important. Some connectors are long and skinny, short and fat, 
rectangular or round, etc. Many connectors have identifying symbols that match 
the symbol on the port. On the next few pages are illustrations of the most common 
symbols that identify both the connectors and the ports. 
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<••> 




This is what ayi Rj45 
Ethernet port looks 
like, and the symbol 
that ideyitifies it. 




This is the port for 
an internal modem, 
and the symbol that 
identifies it. Don 't 
get the modem port 
coyifused with the 
larger Etheryiet port. 



Ethernet ports 

Ethernet (pronounced eether-nef) is the most coramonnetworking system for 
local area networks (LANs), which means the computers that are connected together 
are close enough to be connected with cables (as opposed to a wide area network, 
a WAN). iMacs have Ethernet ports which look like large phone jacks. You can use 
Ethernet in your home or small office to connect several computers so you can 
send files back and forth. 

Your printer might have an Ethernet port, in which case you can send data to the 
printer much faster than through the USB port. Even if it doesn’t have an actual 
Ethernet port, you can get adapters for some printers so you can add the printer to 
your Ethernet network. In my office we use EtherMac iPrint Adapters from Farallon 
to network our good ol’ workhorses — eight-year-old Apple LaserWriters. 

You also have a modem port for your internal modem, which looks exactly like 
an Rjl 1 phone jack (because it is) , so don’t get it confused with the Ethernet port. 
The Ethernet port is larger than the internal modem port. 



<••> 




This is what an 
AAUIport looks like, 
and the symbol 
that identifies it. 



AAUI ports 

Your iMac doesn’t have an AAUI port, but you may want to connect to another 
computer that does have one. The AAUI port (which stands for Apple Adapter Unit 
Interface) takes a variety of adapters for different networking systems, but the 
symbol for its port is the same as the symbol for an Ethernet port because Ethernet 
has become the most commonly used local area network. You can buy an Ethernet 
adapter for this port, called a transceiver, so you can connect your old computer 
to your new iMac that has an actual Ethernet port. 
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USB ports 

There are three USB ports on the back of your iMac, plus two others on the 
keyboard (the upper-left and upper-right comers of the keyboard). USB stands for 
Universal Serial Bus, which replaces both the Apple Desktop Bus and the serial 
ports (older types of ports). With USB, input devices (like mice and keyboards) as 
well as scanners, printers, Zip drives, and other devices can all connect into the 
same ports. 





This drawing shows 
two USB ports and 
the symbol that 
idetitifies USB. 



You can’t “daisy chain” USB devices, like you can FireWire devices 
(below), but you can buy a hub. The hub connects into one of the 
USB ports on the iMac, and several devices can plug into the hub. 
You can connect another hub to the first one, and so on, so you 
can supposedly connect up to 127 USB devices to one Macintosh. 
I don’t know why you would, but you could. 

One of the greatest things about USB devices is that you can 
hot swap them; that is, you can connect and disconnect devices 
such as keyboards, mice. Zip drives, printers, or scanners without 
having to shut down the computer like you do with SCSI, serial, and 
ADB devices. Just don’t swap devices while they’re doing something, 
like copying to a Zip or scanning a photo or printing. 




This is a USB hub. The back connector 
goes into the computer’s port, and the 
front connector leads to a USB device. 



FireWire ports 

FireWire is Apple’s trademarked version of the standard called IEEE 1394. It’s a 
high-performance “serial bus” for connecting up to 63 devices through one port 
on your iMac. 

The big deal about FireWire is this: It’s extremely fast; you can connect 63 devices 
in any which way you like, such as in a star or tree pattern, and up to 16 in a single 
chain; you can hot swap them in and out without having to turn off the computer; 
they connect with a simple snap-in cable. 

You can connect a vast array of consumer electronics to FireWire, such as digital 
cameras, video tapes, and camcorders, as well as DVD (digital video disk), plus 
hard disks, optical disks, and printers. 

You might hear the FireWire ports called IEEE, but IEEE actually stands for the 
professional society. Institute of Electrical and Electronics Engineers, and IEEE 1394 
is a standard they developed. For instance, the Ethernet standard is IEEE 802.3. 




This symbol identifies 
a FireWire port. 
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These are the two ends 
of a FireWire cable. 
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25 ■ What's a Peripheral, a Hub, and a Port? 



Serial ports and parallel ports 

You iMac doesn’t have a serial port or a parallel port, but your printer might, 
in addition to a USB port. 

The serial port is the little round one with lots of holes. There are two data wires 
in a serial cable, so the port can send and receive information at the same time. 

A parallel port is a big, horsey-looking port that looks like it came from a PC, 
which it did. Parallel ports transfer data through eight wires, so all eight bits in a 
byte can go through the line at once (in parallel). Sounds like it should be fast, but 
most parallel ports are not capable of sending and receiving data at the same time, 
which slows them down. Some PCs use the parallel port to connect to printers. 

Until recently, almost all printers for the Mac were “serial printers,” which means 
they connected to a serial port on your computer. But, newer Macs (such as your 
iMac) don’t have serial ports; they’ve been replaced with USB. 



This is the back side 
of an Epson printer. 




Serial port 



USB port 



Parallel port 



428 




Ms. Robin Williams 



★ ^ 




Thc.Ir)<Joc 



c5/mlo/j 

.rtf,.rtfd, 103 
.wbn, 110 
.wbt, 110 
56K,236 

file, definition of, 49 

A 

AAUl ports 

what are they? 426 
and Ethernet ports, 426 
identifying symbol, 426 
About.Com, 262 
About This Mac 
build number of your OS, 25 
serial number of your iMac, 25 
Acrobat Reader, 77 
active window, what is it? 54 
Adams, Douglas, 95 
ADD, Apple Desktop Bus, 427 
addition symbol, 66 
Address Book, 351-360 
what’s what, at a glance, 351 
fax using addresses from Address Book, 193-194 
make a Sticky note out of text in any field, 357 
using FAXstf to send faxes, 353 
Administrator account 
automatically log in without password, 224 
initial setup, 14 
make adjustments to it, 224 
Adobe Acrobat, 417 
Adobe Acrobat Reader, 77 
Advanced Research Projects Agency, 227 
alert sounds, choose a different one, 219 
aliases, 394-397 
what are they? 394 
deleting an alias, 397 
drag-and-drop to open files, 395 
finding the original file linked to the alias, 397 
icon of an alias, how to recognize it, 394, 396 
make an alias, 396 
of an open document, 396 
without “alias” in the file name, 396 



move an alias, 397 

put an alias in the Favorites folder, 395 
rename an alias, 397 

some aliases are automatically created, 395 

AltaVista, 262 

always-on connection, broadband, 6 
America Online 

what is it? 8 

“Bring Your Own Access,” 11 
AOL is your ISP, 9 
you can use an ISP and AOL, 9 
can get AOL mail only through AOL, 330, 349 
example of an email form in AOL, 229 
go to the web, 8, 251 
install it, 9 
logoff, howto, 264 
problem with OS X and AOL, 9-10 
sign off, but do not quit, 251 
village metaphor, 8-9 
analog, what is it? 236 
AOL. See America Online 
apostrophes, how to type real ones, 103 
appearance options, 2l6 
Apple Adapter Unit Interface, 426 
Apple Computer, Inc., web address, xx 
Apple Desktop Bus, ADB, 427 
Apple LaserWriters 
adapters for Ethernet, 426 
Apple menu 

“Get Mac OS X Software...,” 221 

Apple Pro Speakers 
illustration of port, 70, 424 

AppleScript, 82 

Apple System Profiler, 4 10 

AppleTalk 

printing with AppleTalk, 126 

AppleWorks 

Button Bar, customize it, 121 
Clippings palette, 150, 181 
create a database, 133-134 
create a drawing, 171-176 
create a painting, I 6 I-I 66 
create a slide presentation, 179-188 
create a spreadsheet, 145-158 
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ComboDrive 



create a word processing document 

(type and format a page), 1 13“123 
for more information, 81 
Help files, 159 
integrating the modules, 81 
Starting Points palette explained, 1 12 
templates in AppleWorks, 81 
view the page larger, 113 
applications 
what are they? 75 
add icon to the Dock, 43 
have certain ones open automatically 
when you turn on your iMac, 224 
how to quit, 130 
icons are “fancy,” 50 
Applications icon in the Toolbar, 53 
Aqua, xix 
ARPA, 227 
ASCnme, 101 
Ask Jeeves, 262 

Atlas. See World Book encyclopedia 

attachments in email 

what are they? 342 

how to attach files, such as photos, 336 

h 

backup 

backup your iMovie files, 391 
backup your iPhoto Library, 390 
backup your iTlmes library, 391 
how to backup, 205-212, 390 
if you have a SuperDrive, 390 
off^-site storage, 390 
Bredderman-Barlow, Mary, 344 
baud rate, 236 
Baykal, Jay, 377 
Baysan, Oya, 377 
beta software, 221 
beziertool, 175 
birthdays, keep track of, 356 
Bloomberg radio, 381 
Booda the Aussie, 282 
Boolean operators, 422 
booting up, what is it? 24 
Briard, example of, 259 
broadband connection, 247 
what is it? 6, 247 

TCP/IP pane for broadband, 247-248 
usefulness of a broadband connection, 247 
you don’t ever have to log off the Internet, 264 



Browser NetHound, 234 
browsers 

why you need one, 234 
change the defaults to your liking, 256-257 
change the toolbar, 257 
Home button; set it to your preference, 257 
how to open it (Internet Explorer), 250 
set a default for your browser’s email, 263 
bum a CD or DVD, 209-212 
bus, what is it? 425 

c 

cable connection to Internet, 6, 247 
cable modem, 238 
Calculator, 82 

Distance Calculator in the World Book, 109 
PCalc provides a printable tape, 95 

card readers, 272 
CDDB, what is it? 308 

CDs 

bum a CD (copy files onto it), 210-21 1 
CDR label on a CD changes after burning, 210-211 
different kinds of CDs 
CD-ROM, CD-R, CD-RW, 209, 390 
inserting and removing, 68 
play a music CD, 69 

prepare disc for burning, depending on data, 210 
which ones can you record onto, 209 
which ones can you rewrite, 209 

channels in Sherlock, 412-422 
Chess, 83 

chocolate pecan pie, 418 
Classic environment, 408-409 
example of startup screen, 24 
Clear and Delete, 123 
click-and-drag 
what does it mean, 26 
as opposed to press-and-drag, 35 
Clipboard, 122 
Clock in the Dock, 83 
Close button (red), 28 
Close your documents, 129 
Column View 

blue scroller along the bottom, 41 
button icon in the window Toolbar, 52 
how to use Column View, 41, 65 
show more columns, 4l 
triangles pointing toward the right, 4l 
widen the columns, 4l 
ComboDrive, 206 
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Command-click 



Command-click, 64 
Command key, 66 
CompactFlash, 272 
Computer icon in Toolbar 

what the window displays, 53 

connecting several computers, 426. See also Ethernet, 
connecting to the Internet 

broadband connection, 6, 247 
dial-up connection, 6 

how to set up the modem connection, 240-246 
how to log on, 250-251 
network connection, 6 
server, importance of, 6 
through America Online, 9-1 1 
connectors on the ends of cables 
what are they? 425 
male or female? 425 
pins, 425 

contextual menus (Control-click) 

onaD\T),212 
to get Dock preferences, 45 
contiguous, what does it mean? 65 

Control key, 66 
convert 

music files from one format to another, 305 
photos to other file formats, 300 
temperatures, 95 

copy 

copy a file from one place to another, 6l 
files onto a CD, 206-207, 209-211 
files onto a DVD, 206-207, 212 
files to your hard disk, 207-208 
text, 122 

credit cards, using them on the Internet, 1 1 

crystal ball icon (iDisk), 322-323 
cursor, what is it? 26, 1 14 

customize the appearance of Finder windovrs, 400 
customize the Toolbar pane, 399. 

See also Toolbar in Finder windows, 
cut (remove) text, 122 

D 

daisy chain, 427 

DAP, Directory Access Protocol, 360 
data, what does it mean, 78 
database 

what is it, what can you do with it? 78, 133 
create and format a database, 135-144 
example of a simple database, 133 



Davis, Nancy, vi 
Delete and Clear, 123 
demo software, 221 
Desktop preferences 

change the background image, 215 
with iPhoto, 299 

Developer Tools, 93 
DHCP, 248 

dial-up Internet account 

how to log on and off the Internet, 250-251 
set up the modem connection, 240-246 
digital, what is it? 236 

Digital Subscriber Line, 238. See also DSL. 
digital video, 361 

d\sks/6Hscs.Seealso hard disk, CDs, DVDs, 
why they’re spelled differently, 205 

display 

if the text looks a little blurry on the screen, 2l6 

power light on the display, 72 

prolong the life of your flat-panel display, 71 

division symbol, 66 
Dock, 42-45 

illustration of the Dock on the Desktop, 24 
what is each item in the Dock, 42 
add items to the Dock, 43 

change the minimizing effect (Genie vs. Scale), 44 

fax icons that appear in the Dock while faxing, 199 

folders in the Dock, how they act, 43 

hide or show the Dock, 44 

how to open files from the Dock, 42 

missing or wrong icons, 45 

move the Dock to the side of your screen, 44 

preferences for the Dock, 44 

quit an application from the Dock, 45, 130 

rearrange or move items in the Dock, 44 

resize the Dock, 44 

stop the icons from bouncing, 44 

System Preferences icon in, 46 

triangle in the Dock, under an icon, 42 

view “Help tags,” 42 

which items automatically connect to the Internet, 42 
documents 
close them, 129 

double-click to open a document, 51 
find the document you created, 131 
icons match the application, 51 
save them, 124 

upper-right comer is turned down, 51 
Documents folder 
find the document you created, 131 
saving files into it, 124 
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fields 



DoUTearsheet, 115, 120 
double-click 

adjust the speed you need to click, 47-^8 
how to do it, 26 
drag, what does it mean, 26 

drag-and-drop to open bles, 395 
drawing, how to create one, 171-176 
drilling down through a directory, 26 1 
DSL connection 

what is it? 6, 238 

in s^artment or office building?, 248 
what does DSL stand for? 6, l6 

Dugger, Billy, 344 
duplicate a folder or hie, 59 
DVDs 

burning files onto DVDs, 212 
how to play movie DVDs, 84-87 
inserting and removing, 68 

DVD Player application, 84-87 
Dynamic Host Configuration Protocol, 248 

E 

earl, 235 

earphones port, 70, 424 
Earthlink 

is it? v4iat does it cost? 10 
get broadband from Earthlink, 15 
national ISP, 7, 10 

Electric Library search tool, 262 
email 

what is it? 228 

addresses, what they look like, 228 

ALL CAPS is considered shouting, 230 

check your Mac.com account anywhere in the world, 321 

examples of, 229 

fields in a message, what to type in them, 229 

send photos from iPhoto, 295 

send Url an email, 263 

set a default for your browser’s email, 263 

encode, 309 

encryption, what is it? 1 1 
Eneigy Saver to sleep your iMac, 71 
Engst, Adam, 267 
enter, what does it mean, 79 
entry page, what is it? 233 
Epson printer 

photo of the ports on the back side, 428 

Escape key, 66, 402 
ESPN, 381 

EtherMac iPrint Adapters, 426 



Ethernet 

what is it? 426-428 
adaptor (transceiver), 426 
broadband connections use Ethernet, 6, 247 
connecting several computers, 426 
Ethernet ports (Rj45) 

how to tell Ethernet ports from modem ports, 426 
identifying symbol, 426 
photos of, 4, 424, 426 
standard IEEE 802.3, 427 
extensions, 388 
what are they? 388 
why are extensions important? 388 
examples of document extensions, 389 
hiding or showing extensions, 388, 389 
illegal characters, 389 
in web addresses, 255 
external modems, 424 

r 

FAQ, what is it? 230 
Farallon, 426 
Favorites icon in Toolbar 

what are Favorites? 53 
FAXstf X, 189-204, 353 
Fax Browser 
set it up, 193-194 
use it, 201-202 

fax icons that appear in the Dock, 199 
install the application, 190-204 
set it up, 193-194 
Modem Center 
preferences for, 204 
set it up to fax, 195-196 
prevent FAXstf from picking up the phone, 200 
print a fax, 203 
receive a fax, 200 
send a fax, 197-198 
set up your printer to fax, 191-192 
view a fax, 202 
Fax Browser 
part of FAXstf, 190-204 
set it up, 193-194 
use it, 201-202 
female connector, 425. 
fields 

what are they? 229 

enter data into fields, 138 

select fields backwards and forwards, 138 

Tab to choose the next field, 13 
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Finder 



Finder 

customize the appearance of Finder windows, 400 
Finder Preferences, 401 
relaunching, 403 

Finder windows. See windows. 

Find and Replace, 100 

find any file on your hard disk, 411 

firewall, 247 

FireWire 

and electronic devices, 427 
daisy chain, 427 

FireWire cable, where to order one, 361 

identifying symbol, 361 

port, photo of, 424 

the big deal about FireWire, 427 

first level of your computer, 417 
first rule on the Macintosh, 1 16 
Fkeys, 66 

flame, flame war, what is it? 230 

floating Clock, 83 

folders 

what are they? 50 
act like manila folders, 50 
add icons to the Dock, 43 
are technically also files, 49 
changing View Options, 400 
copy a file into a folder (don’t just move it), 6l 
drag a folder into a window, 58 
duplicate a folder or file, 59 
make a new folder, 54 
with a keyboard shortcut, 67 
move folders from one place to another, 56 
move them around in a window, 57 
open folders to windows, 54 
active windows, 54 
put something inside a folder, 58 
rename folders, 55 
take something out of a folder, 60 
force quit, 402, 403 
formatting text, 1 16-120 
guidelines for creating professional-level text, 132 
remove the formatting, 119 
freeware, 221, 262 

frequently asked questions (FAQ), 230 
function in a spreadsheet, 155 



G 

"Genie Effect" of minimized windows, 30 
switch to the “Scale Effect,” 44 

"Get Mac OS X Software...," 221 
General preferences, 216 
Glossbrenner, Alfred and Emily, 262 
Google 

find a newsgroup, 231 
search for information, 258-262 

gray Herns in the menu, 32 
gray Toolbar in a window, 54 
green button in a window, 28 

H 

Happy Mac icon, 24 
hard disk 

icon that represents your hard disk, 28, 33 
window showing hard disk items, 28 
put it to sleep to save energy, 71 

hardware, 24 
headphones port, 70, 424 
Hein, Simeon, 283 
Help tags 
in Sherlock, 412 
in the Dock, 42 
Hester, Nolan, 136 
Hide/Show Toolbar button, 28 
hierarchical menus, 36-37 
highlight 
change its color, 2l6 
indicates text is selected, 1 16 
h-menus, 36-37 
Home 

what is it? 53 

don’t rename any folders in Home, 53 
move a folder into Home, 56 
see what’s inside, 57 

HomePage 

build a web site with iTools, 324-328 

home page in a web sHe, 233 
Home page in your browser, 257 
horsey-looking port, 428 
HotBot, 262 
hot swapping 
A^at is it? 427 
and FireWire, 427 
Howell, Emma Jean, 5 
hub for USB devices, 427 
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i Photo 



I 

I-beam 

how to position it where you want it, 1 14-1 15 
iCards, send them to friends and family, 318-319 

icons 

what are they? 50 

application icons, what they are, 50 
arrows on icons indicate aliases, 394 
arrow (tiny) on an icon, 394 
creating icons, 407 
document icons, how they work, 51 
folders icons, what they do, 50 
moving icons, 407 
Icon View 

button in the window Toolbar, 52 

select more than one file or folder while in Icon View, 64 

iDisk,aU about it, 322-323 
buy more space, 328 
iDVD,whatis it? 375 

IEEE, 427 

Illegal characters in file names, 389 
iMacs 

how to turn it on, 5 
serial number of your iMac, 25 
what kind of disk drive does it have? 206 
quotes regarding 
doesn’t look like a computer, 386 
Fords vs. Lamborghinis, 2 
n\mes, 266 
Muse, 74 
PCs vs. Macs, 2 
scientist, planet, 226 
Image Capture, 88-92 
settings for your camera before you import, 88 
IMAP, 238 
iMovie, 361-376 
backup your iMovie files, 391 
don’t let iMovies gobble up your 
hard disk storage space, 391 
five basic steps to making an iMovie, 362 
preserve disk space by emptying the trash, 365 
viewing your QuickTime movie with 

an older version of QuickTime Player, 375 
incoming mail server, what is it? 21 
insertion point 

how to position it where you want it, 1 14-1 1 5 
importance of the insertion point, 113 

Integrated Services Digital Network, 239 



Internet 

what is it? 227 
brief history, 227 
glossary of terms, 238-239 
is not the World Wide Web, 227 
mailing lists and how to join one, 232 
newsgroups and how to find one, 230-231 
search the Internet and the web, 258-262 
using Sherlock, 418-419 
servers, importance of, 6 
shop on the web, 420-421 
Internet connection 
how to log off, 264 
how to log on, 250-251 
set the Network preferences, 242-248 
set the preferences for your modem, 246 
tell your iMac to connect automatically, 245 
types of connections, 6 , 16 
for traveling, 10 
Internet Connect utility 
add modem status to menu bar, 25 1 
log off of the Internet, 264 
log on to the Internet, 250-251 
Internet Radio, 314 

use QuickTime to listen to the radio, 379, 384 

Internet Service Provider. See ISP. 

IP address, 244, 248 
iPhoto 

1-Click Ordering, 291 
Add button, 276 

Albums, all about them, 276-277 
arrange photos into groups, 274, 279 
backup your iPhoto Library, 390 
checkmark for marking and searching photos, 281 
comments, where to enter them, 275, 279 
convert photos to other formats, 300 
create a Book of your photos, 289-290 
order your Book, 291 
yellow triangle on a photo, 290 
create a Screen Saver on your iMac, 299 
create a Slide Show to send someone else, 303 
create a Slide Show to show on your iMac, 293-294 
create a web site with your photos, 297-298 
edit your site with HomePage, 324-328 
export a web site for posting elsewhere, 301 
crop a photo, 284 
customize the editing toolbar, 288 
delete photos from iPhoto, 276-277 
delete photos from your camera while importing, 271 
Desktop background, change it with iPhoto, 299 
duplicate photos before making changes, 283 
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iPods 



edit your photos, 282-288 
undo your edits, or revert, 282 
email your photos, 295 
America Online users won’t see them, 295 
export photos 

as web pages for posting on another site, 301 
in other formats, 300 
file formats iPhoto can use, 304 
headlines and captions come from titles 
and comments, 279 
HomePage, 297-298 
example of a web site, 298 
remove a HomePage album from the web site, 297 
ideal photo format for web pages, 326 
import photos 
from a card reader, 272 
from a CD or from your hard disk, 273 
from a digital camera, 271 
information on each photo file, 275 
install it, if it isn’t already, 268-269 
JPG, JPEG, what is it? 304 

keywords, assign them and search for them, 280-281 
Last Import Roll, 273 

list of compatible cameras and card readers, 267 

main window, explanation of, 270 

make your photos stronger, 284 

open a photo in a separate window, 288 

order real prints of your digital photos, 296 

order your Book of photos, 291 

organize your photos into Albums, 276-277, 278 

Photo Library 

backup the iPhoto library, 390 
how to find the iPhoto Library, 390 
shows all of your photos, 276-277 
Play button, 294 

preferences and what they are, 275 

print your photos to your desktop printer, 292 

red-eye, reduce it, 285 

revert to original photo after editing, 282 

roll number, what that means, 270 

rotate a photo, 285 

search for photos, 280-281 

thumbnails to larger photos on web site, 298 

titles, where to enter them, 275, 279 

undo your editing, or revert, 282 

version used in this book, 268 

Views in iPhoto, 274 

warning of damage upon disconnecting, 271 
where the photos are stored on your hard disk, 304 
yellow triangle on a photo, 290 



iPods, 305, 312 
ISDN, 239 
ISP 

what is it? (Internet Service Provider), 7 
AOLisyour ISP, 9,11 
you can use both AOL and an ISP, 1 1 
choose local or national, 1 1 
EarthUnk, 7, 15 
what it costs, 10 
how an ISP works, 7 
local vs. national providers, 7 
reasons for wanting a national ISP, 10 
iTools 

what is it? 315 

who can get an iTools account? 315 
email, Mac.com account, 320 
autoreply to messages, 321 
check mail anywhere in the world, 321 
forward your mail, 321 
get one for yourself, 316-317 
HomePage 

build a web site with iTools, 324-328 
iCards, send them to friends and family, 318, 318-319 
iDisk, all about it, 322-323 
buy more space, 328 
ISP, iTools is not an ISP, 18 
log in to your account, 316 
password question and answer, 18 
share files with friends, 323 
iTunes, 305-314 
what’s so great about iTlines? 309 
backup your iTlines Library, 391 
dazzling live visual-effects show, 305-314 
iPod, transfer songs to, 312 
iTlines interface, at a glance, 313 
play songs without putting in the CD, 308 
Radio Timer, 314 
select a range of songs, 310 

j 

3PG,3PEG,whatlslt?304 

R 

keyboard 

choose layout in the set-up process, 13 
keys to change the volume, 70 
USB ports on the keyboard, 427 
keyboard shortcuts 
how to use them, 66-67 
to Trash files, 63 
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Modem Center 



L 

LAN, local area network, 16, 426 

LDAP, Lightweight Directory Access Protocol, 56O 

LeVitus, Bob, 266 

lightning storms, 3 

links on a web page, 235, 255 

List View 

button in the window Toolbar, 52 
disclosure triangles in List View, 39 
expand (open) folders, 39, 40 
organize the contents, 39 
in the opposite order, 39 
rearrange the columns, 39 
resize the columns, 39 
select more than one file or folder, 65 
viewing contents in List View, 40 
local area network, LAN, I 6 , 426 
local provider. See ISP. 

Location, how to make one, 243 
lock a hie, 393, 406 
Login preferences, 224 
log in to the iMac 

assign applications to open automatically, 224 
assign photos to users, 223 
log on, log off to the Internet, 239 
what does it mean? 225 
different from logging in to your iMac, 225 
how to log off, 264 

M 

Mac.com account 

how to get one, 316-317 
autoreply to email, 321 

check your Mac.com account anywhere in the world, 321 
forward your email, 321 
Macintosh HD icon 
opens your hard disk window, 28, 33 
Mac OS 9 
what is it? 24 

Classic environment and OS 9, 24-25, 408-409 
MacOSX 
what is it? 25 

build number of your version, 25 
example of Mac OS X Desktop, 24-25 
for more information about it 
The Little Mac OS X Book, xix 
web addresses, xx 
how to pronounce it, 25, xix 
importance of Administrator, 14 



Macs. 5 * 16 ^ iMacs. 

Mac The Dog, 299 
Macworld, 36 1 
magnetic media, 205 
Mail, 329-350 
auto-responder, 335 

can’t apply formatting to selected text in email, 338 

delete unwanted junk mail, 331 

delete mail without having to open it, 331 

discourage unwanted email, 341 

extra features with your Mac.com account, 320-321 

get a Mac.com email address, 316-317 

how to find the POP address, 349 

IMAP servers 

Apple’s IMAP server, 345-347 

copy Personal Mailbox to computer, 347 

full mailbox, 347 

manually mark an email you’ve already read 
as “unread,” 343 

setup when you first turned on the iMac, 20 
SMTP (host, password, user ID), 350 
spam, 341 
vCard, 359 

male connector, 425 
Map Search in the World Book, 109 
Media Eject key, 68 
Memory Stick, 272 
menu bar and menus, 32-37 
add modem status to menu bar, 251 
example of menu bar and a menu, 32 
gray menu items, 32 
hierarchical menus (h-menus), 36-37 
how to use them, 32-37 
practice: 

change window view, 34 
select an item from a menu, 33-34 
put the modem status icon in the menu bar, 246 
put the Sound menu in the menu bar, 219 
triangle at the bottom of a long menu, 37 
Microsoft 

windows are different from Windows, 28 

mini-glossary of Internet terms, 238 
Minimize button (yellow) 

what it does, 30 
where it is, 28 

reopen a minimized window, 30 
Modem Center 
partofFAXstf, 190 
preferences for, 204 
set it up to fax, 195-196 
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modems 



modems 

is a modem? 236 
broadband connection, 6, 247 
cable modem, 238 
dial-up connection (telephone), 6 
set up a dial-up modem connection, 240, 242-248 
internal modem on your iMac 
identifying symbol, 426 
photograph of the modem port, 4, 424, 426 
protect the connection, 3 
put the modem status icon in the menu bar, 246 
set the preferences for your modem, 246 
turn the sound off, 246 
modifier keys, 66 
monitors (displays) 
external monitor port, 424 
if the text looks a little blurry, 2l6 
power light on the monitor, 72 
prolong the life of your flat-panel display, 71 
mouse 

adjust the tracking speed, 47-^8 
how to use it, 26 

single-click, double-click, etc., 26 
make it move across the screen faster, 47-48 
preferences for, 46 
mouse pad 
what is it? 27 

if you run out of room on it, 27 
movies, how to play them, 84-87 

MP3 audio files 

what are they? 306 

where you can play these files, 210 

multiplication symbol, 66 
music 

royalty-free music for you on ^ple’s site, 323 
music CDs, how to play them, 69 

mute the sound, 70 
use the Sound preferences, 219 

My Channel, in Sherlock, 412 

N 

navigation bar, 252-253 
Nelson, Lew, 361 
Netlnfo Manager, 404 
Netscape browser, 234 
network 
what is it? 239 
Ethernet, 426 

LAN, local area network, l6, 426 



Network icon in the Computer window, 53 
Network preferences 

DNS, 244 

enter your settings to get connected 
via telephone modem, 242-248 
IP Address, 2^ 

PPP pane, 245 
TCPAp pane, 244 
newsgroups, 230-231 
find a newsgroup, 231 
non-contiguous, what does it mean, 65 
Nonena, limbo, vi, 344 
Northern Light search tool, 262 
numeric keypad, 66 

O 

Ofoto for digital photos, 267 

OmniGroup, 234 

Open menu command, 113 

explanation of Open dialog box and columns, 273 

operating system 

what is it? 25 

which one is your computer running? 25 

optical media, 205 
Option key, 66 
Osthelmer, Hope, 344 
OttoMatic,94 

open the manual in Acrobat Reader, 77, 94 

outgoing mail server, what is it? 21, 350 

,p 

painting 

create a painting, I 6 I-I 69 
paint tools, I6l-l64 

parallel ports, 428 
passwords 

hint for user account, 14 
importance of Administrator password, 14 
iTools password question and answer, 18 
password hint for login, 223 
require a password to deactivate 
your Screen Saver, 217-218 
skip the password for login, 223 
standard password guidelines, 405 
store in a Rolodex, 18 
user account password for ISP is different 
from email password, 21 
paste text, 122 
PCalc,95 
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Recent Items 



PDFs 

what are they? 77 
create them in Preview, 103 
open in Acrobat Reader, 77 
save any file as a PDF, 103 
periods, type one space after them, 1 14 
peripherab, 423-428 
what are they? 424 
connecting and disconnecting, 425 
where to plug in peripherals, 424 
photos 

ideal format for web pages, 326 
if you don’t have a digital camera, 267 
import and do stuff with Image Capture, 88 
import and do stuff with iPhoto.5‘(^^ iPhoto. 
order real prints of your digital photos, 296 
red-eye, reduce it in iPhoto, 285 
email photos 

as attachments using Mail, 336 
using iPhoto, 295 

use your photo as a Desktop background, 215 
view them quickly in Preview, 96 
pins, 425. See also connectors on the ends of cables. 

playamuslc CD,69 
pointer 

cursor, also known as, 26 
follows the mouse movement, 26 
plus sign in the pointer, 6l 
tip of the pointer is the important part, 26, 29 
ports, 423^28 
AAUI ports, 426 
Apple Pro Speakers port, 70 
Ethernet ports, 426 

connect your old computer to your new iMac, 426 
headphones, 70 
identifying symbols, 426 
parallel ports, 428 
photos of iMac ports, 4, 424, 428 
serial ports, 428 
speakers, 70 
USB ports, 425 
photo of, 428 
what are they? 5, 424 
Power button 
where is it? 5, 424 

not the best way to shut down, 71, 72 
power cord, where to plug it in, 4, 424 

PPPoE,248 

PPP pane In Network preferences, 245 
prebuffering streams, 314 
presentation, create one in ^pleWorks, 179-188 



press-and-drag 

what does it mean, 26 
as opposed to click-and-drag, 35 
move a window with press-and-drag, 29 

Preview, 96 
Print Center 

add your printer to the Printing List, 126-128 
set it up for faxing, 191-192 

Printer List, 126-128 
printers 

Epson, ports on the back, 428 

printing 

add your printer to the Printing List, 126-128 
fax with FAXstf, 19 I-I 92 
print your database, 144 
print your documents, 125 
print your photos from iPhoto, 292 
privileges, 404. See also root user, 
programming, what is it? 75 
protocol, what is it? 230, 346 
providers. 5)0^ ISP. 

Proxies, 247 

pube vs. tone phones, 246 




QTVR, QuickTime Virtual Reality, 377 

Quicken Deluxe, 96 

QuickTime 

create a slide show in iPhoto, 303 
QuickTime movies, 377 
identifying icon, 382 
play a movie, 303 
QuickTime PUyer, 377-384 
what’s what, at a glance, 378 
TV and radio channels, 379 

why are some QuickTime icons bigger than others? 382 
quit an application, 130 
force quit an application, 402—403 
quotation marks, how to type real ones, 103 




radio 

play the radio on your iMac through Himes, 314 
use QuickTime to listen to the radio, 377, 379, 384 

Reader (Acrobat), 77 
read-only hies, 406 
re-authenticate to make changes, 405 
Reber, Kate, vi 

Recent Items, customize the number of, 2l6 
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records in a database 



records in a database, 139 
red button in a window, 28 
relaunch the Finder, 403 
remote server, 346 
rename a hie or folder, 55 
resize 

columns in List View, 39 
windows, 29 

Rich Text Format, 103 
rip a song in iTunes, 309 
robots, 259 
root password, 405 
root user, 404, 405 
.rtf,.rtfd,103 

ruler in a word processor, 1 13 

Rule Number One on the Macintosh, 1 16 

Russell, Phil and Leigh, 36 1 

c5 

save your documents, 124 
"Scale Effect" of minimized windows, 30 

switch to the “Genie Effect,” 44 

scientific calculator, 95 
Screen Saver, 217-218 
make a Screen Saver with iPhoto, 299 
turn it off, 217 

scroll bars and scrollers, 30-31 
make adjustments to their behavior, 2l6 
Search.Com, 262 
search for information 

on the web, 258-262 

limit your search with quotation marks, 259 
list of search tools, 262 
using a directory, 26l 
using Google, 259 

search for files on your hard disk, 413-415 

security lock, 424 
selecting text, ll6 

select entire paragraphs for formatting, 1 17 
select more than one file or folder 

in Column View, 65 
in Icon View, 64 
in List View, 65 

serialnumber of youriMac, 25, 410 
serial ports, 427, 428 
serial printers, 428 
server, what is it? 239, 345 
Services, 98 



setting up youriMac 

choosing Earthlink as your ISP, 7, 10, 15 
connect a phone cord for registering, 4 
keyboard layout option, 13 
Mail accounts, 20-21 
registration information, 13 
set-up process, 12-22 
connection options, l6 
Mail setup, 20-21 
network options, 17 
registering with ^ple, 19 
telephone modem options, 17 
time zone, choosing one, 22 
wireless options, 17 
Shakespeare, William, 115, 120 
shareware, 221, 262 
Sherlock, 41 1-422 
what is Sherlock? 411 
what’s what, at a glance, 412 
Advanced Search button, 422 
channels, 412, 418-419 
what are they? 412 
channel icons, illustrations of, 418 
customize those empty slots, 412 
Contents button, 417 
searchable text formats, 417 
searching text files, 417 
indexing files, 417 
limit your search 
using Boolean operators, 422 
using quotation marks, 418 
removing a folder, 4 16 
resizing windows and panels, 419 
search 

a particular folder, 4l6 
if AOL is your only Internet service, 41 1 
the Internet, 418 
your hard disk, 413 
Search button, 418 
shopping on the Internet, 420 
eBay, 421 
volumes, 4l6 

Sherlock Holmes hat, 41 1 
Shift-click, 64 
Shift key, 66-67 
short name, what is it? 223 
shouting online, 230 
Show Info window, 392 

create your own icons for your files and folders, 393, 407 
how to add comments, 392 

preview documents, images, and QuickTime movies, 393 
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Toolbar in Finder windows 



shut down, 72 

vs. leaving your iMac on, 72 

Shutterfly for digital photos, 267 
Sidney, Mary, 115, 120, 422 
single-click, how to do it, 26 
sleep and wake your iMac, 71 
slide presentation, create one in AppleWorks, 179-138 
SmartMedia, 272 
SMTP, what is it? 21 
software 
what is it? 24 

automatically update your ^ple software, 220 
beta, demo, freeware, shareware, 221 
free software on Apple’s site, 323 
get updates to non-Apple software, 221 
search sites for software, 262 
Software Update, how to use it, 220 
SOS: Save Often Sweetheart, 124 
Sound preferences, 219 
Spacebar, 66 
speakers 

choose the sound ou^ut, 219 
ports for speakers, 70 

Speech, 101 
speed of modem, 236 
Spelling menu option, 100 
Spencer, Edmund, 344 
spiders, 259 
spreadsheet 

what is it, what can you do with it? 79 145 
create and format a spreadsheet, 147-158 

squirrelly applications— what to do? 402 
Stickles, 97-98 

Streaming content, what is it? 381 
subtraction symbol, 66 
SuperOrive, 206, 390 
surf the web 

how to do it, 250-264 
what does it mean? 225 
surge protector, 3 
symbols on ports, 426-428 
System Preferences 
brief overview, 99 
where to find them, 2l4 
how to show them all again, 214 
Classic, 408-409 
Desktop, 215 
Dock, 44 

Energy Saver to sleep your iMac, 71 
Geneii, 2l6 
Internet, 317 



Login, 224 
Mouse, 46 

Network preferences, 242-248 
Screen Saver, 217-218 
Software Update, 220 
Sound, 219 
Users, 222-223 

T 

Tab key 

to select fields backwards and forwards, 138 

Taylor, Laura Egley, iv, vi 

TCP/IP pane in Network preferences, 244 

telephone modem 

dial-up connection to the Internet, 6 
set it up, 242-248 
template, what does it mean, 81 

text 

changing the typeface, size, color, etc., 1 16-120 
formatting text, 116-120 

if the text on your monitor looks a little blurry, 2l6 

Text Color dialog box, 1 19 
TextEdit, 100-103 
add photos to a page, 102 
text-only hie, 101 
text smoothing, 2l6 
Thomas, Tim, 361 
Thornton, Elizabeth, 283 
title bar of a window 
in an active window, 54 
title bar changes its name, 400-401 
where is it? 28 
Tollett, John 
digital artist quote, 74 
introduction, xix 
mouse pad design, 27 
Toolbar in Finder windows, 398 
add a file or folder to the Toolbar, 48 
add Bum icon (CDs or DVDs) to the Toolbar, 21 1 
Back button, 52 
colored buttons, 28 

customize the Toolbar pane icons, 399 
double-arrow at the ri^t end of the Toolbar, 48, 398 
gray Toolbar, 54 

Hide/Show Toolbar button, 28, 52 
how to customize the Finder window Toolbar, 398 
icons in the Toolbar, 52 
Applications, 52-53 
Computer, 52-53 
Favorites, 52-53 
Home, 52-53 
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transceiver 



rearrange items in the Toolbar, 398 
remove items from the Toolbar, 48 
too many icons? 398 
View buttons, 38, 52 

when the Toolbar is hidden, separate windows open, 52 
transceiver, 426. also Ethernet. 

Trash basket, how to use it, 62-63 
traveling, Internet connection for, 10 
turn onyouriMac,5 
for the first time (set-up process), 12-22 
typing. word processing, 
typos, how to fix them, 1 14-115 




ugly monster, 168 
Ultimate Answer, 95 
Undo, 122 

Uniform Resource Locator, 235 
Universal Serial Bus. See USB. 
untitled folder, how to name it, 55 
URL 

what is it? 235 

how to enter a URL to find a web site, 252-253 

UrlRatz, 235 

Url's Internet Cafe, 27, 252 
USB 

what is USB? 425 

interchangeable input devices, 427 
on the keyboard, 427 
USB ports, 424,427 
photo of USB hub, 427 

user account ID for your ISP, 2 1 
users 

why to have other users, 14, 222 

assign photos to users for login, 223 

Home for each user, 53 

how to create another user, 222 

open files and applications automatically on login, 224 

password hint, 14 

setting up your own user account, 14 

skip the password so young users can log in, 223 




vCard,359 

View buttons, 38-41 
View menu, 34 
View Options, 400 

customize the appearance of Finder windows, 400 



views of windows, 38-41 
village of America Online, 8-9 
volume (sound) 

change it fix)m the keyboard, 70 

change the main volume or the alert sounds, 219 

volumes (as in disks), 4l6 
VTR, video tape recorder, 362 

w 

wake up your iMac, 71 
WAN, wide area network, 426 
•wbn, 110 
.wbt, no 
web addresses 

caps or lowercase letters in an address, 253 
enter a corporate web address, 255 
find a newsgroup, 231 
Netscape browser, 234 
OmniWeb browser, 234 
URL (Uniform Resource Locator), 235 
where NOT to type a web address, 253 
where to type in a web address, 252 
web pages. See also web sites, 
what are they? 233 
build your own 
with Image Capture, 89 
with iPhoto, 297-298 
web sites 

add web site addresses to the Dock, 43 
Back button, 254 

find a corporate web site easily, 255 
Forward button, 254 
how to enter a web address, 252-253 
how to get around a web site, 254 
how to go to a web site, 252-253 
links on a web page, 235, 255 
make the text larger on a web page, 256 
see a list of pages you’ve been to, 254 
send email from a web page, 263 
web addresses for: 

Apple, XX 

AppleWorks information, 81 
check your Mac.com email anywhere in the world, 321 
compatible camera, printers, digital card readers, 267 
EarthLink, 15 

entertaining QuickTime content, 379 
film processors who can post your photos 
on the web to download, 267 
Google search tool, 258 
iMovie info and downloads, 369 
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Zoom button 



iPhoto information, 267 
join a mailing list, 232 
list of search tools, 262 
Louvre Museum, 382 
MacAddict, xx 
MacFixit, xx 
MacinTouch, xx 
MacMinute, xx 
Mac OS X hints, xx 
MacWarehouse, xx 
peripherals, 424 
UrLs Internet Cafe, 252 
VersionTracker, xx 
wide area network, WAN, 426 
Wilde, Ethan, 82 
Williams, Reilly (my Briard), 259 
Williams, Ryan, 344, 407 
Williams, Scarlett, 102, 295, 377 
windows 
what are they? 28 
active windows, what are they? 54 
blue things in the window edges (scrollers), 30-31 
close a window with a keyboard shortcut, 67 
colored buttons in the comer, 28 
Column View, 41, 65 

explanation of the various parts of windows, 28 

Hide/Show Toolbar button, 28 

hide Toolbar to open new, separate windows, 52 

Icon View, 64 

List View, 38-39, 65 

make all windows open in the same view, 401 
make new Finder windows open to your Home level, 401 
move a window, 29 
number of items in a window, 31 
open a new window every time 
you double-click a folder, 401 
quiz on window features, 31 
resize a window, 29 
scrollbars and scrollers, 30-31 
Toolbar icons, what are they? 52-53 
views of, 38-41 
View buttons, 38 
word processing 

what is it, what can you do with it? 78 

all about it, 113-123 

close your document, 129 

create another document, 129 

delete everything on the page, 115 

guidelines for creating professional-level text, 132 

if you made a big mistake, 129 



revert to a previously saved version, 129 
using TextEdit, 100-103 
window features explained, 113 

wordwrap, 114 

World Book encyclopedia, 104-110 

World Wide Web. See also web sites, 
what is it? 233 
why you need a browser, 234 
home page, entry page, 233 
is not the Internet, 227 
links, what are they? 235, 255 
search the web 
using Sherlock, 418-^19 
using web search tools, 258-262 
shop on the web with Sherlock, 420-421 
web address, what is it, 235 

X 

X, what is it? 25 

Y 

Yahoo, 262 

yellow button in a window, 28 

z 

Zip disks, copying to and from, 206-208 

Zoom button, 28, 29 



443 





John ToUett and Robin Williams 

We live on several acres just south of Santa Fe, 
New Mexico, where we can see every sunrise and 
sunset, every moonrise and moonset. And we can 
see the ski trails on the mountain. Between us we 
have four kids and several dogs. John has lots of 
electronic equipment and Robin has lots of books. 

Other books by Robin 

The Little Mac OS X Book 

The Little Mac Book, seventh edition (for Mac OS 9) 
The Little iBook Book 
(and John Tollett) 

The Mac is not a typewriter 
The Non-Designer's Design Book 
The Non-Designer's Type Book 
The Non-Designer's Web Book 
(and John Tollett) 

The Non-Designer's Scan and Print Book 
(and Sandee Cohen) 

Robin Williams Design Workshop 
(and John Tollett) 

Robin Williams Web Design Workshop 
(and John Tollett and Dave Rohr) 

Windows for Mac Users 
(and Cynthia Baron) 

A Blip in the continuum 
(and John Tollett) 

How to Boss Your Fonts Around (for Mac OS 9) 
and several other books 

Colophon 

We created this book on several Macintoshes 
running Mac OS X, sharing files across the office. 
We used Adobe InDesign 2.0, which is fabulous, 
espedally the book features. Wow. The fonts 
used are the Tree family from [T-26], Garamond 
Condensed from Adobe Systems, and ITC Offidna 
Sans from ITC. 
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The Little iMac Book 



Third Edition 



John Tollett & Robin Williams 



The head-turning and powerful IMac just keeps getting better! 

The newest generation of iMacs includes everything you need to connect to the Internet, 
send and receive email, transfer your digital photos to the computer and send them to 
friends, and even create your own music CDs. And now The Little iMac Book is completely 
revised to cover all of the iMac's new features. There's no better way to learn the iMac than 
from the Mac community's leading teacher, Robin Williams, and her long-time collaborator 
and co-author, John Tollett. If you are new to the iMac, open this book, sit down at your iMac, and let Robin and John show 
you how to get started with your new computer. 



You'll learn: 

■ All about the mouse, menus, icons, views, and folders 

■ How to use the Dock 

■ How to copy, move, and delete files 

Once you master mousing and getting around the 
Desktop, you'll also learn: 

■ How to start a new document, make changes, save, 
print, and quit 

■ How to use a word processor, database, spreadsheet, 
paint, and draw programs 

■ How to send and receive faxes 

■ How to create your own digital movies with iMovie 

■ How to play music CDs — or create your own 

■ How to burn DVDs if your iMac has a SuperDrive 



And then it's on to the Internet and the World Wide 
Web. You'll learn the basics of: 

■ Getting connected to the Internet 

■ Browsing the web 

■ Searching the web using various tools 

■ Receiving and sending email, including photos 

■ Creating web pages of your photos and posting them 
on the Internet 

■ Using your free iTools account from Apple to share 
files with family and friends 

This book Is completely understandable, basic, and 
fun— as fun as the IMac Itself. There's no better way 
to get up and running and productive on your IMac— 
and have a good time doing It. 



About the authors 
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her real-world teaching experience has 
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